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Preface

Secretarial Technology/Office Technology Supplementary Units are a Special Needs curriculum
project sponsored by the Missouri Department of Elementary and Secondary Education, Vocational
Spedial Needs Education. The purpose of this project is to provide suppiementary materials for special
needs students who are enroiled in regular secretarial and office techno!ogy courses.

The special needs units should facilitate the mainstreaming of students with a wide variety
of handicapping and disadvantaged conditions. These units are self-paced and contain simplified line
drawings, controlled text, vocabulary development, and math practice exercises. Each unit is color-
coded as follows:

White: Introduction, Objectives, and Student Assessment - This page presents unit and
specific objectives which the student must meet to successfully complete the unit.
The introduction contains a brief motivational statement describing the purpose and
content of the unit. Student Assessment allows the student to determine whether to
study the material in this unit or take the unit exam.

Salmon. Terms and Equipment - This,section introduces new terms and equipment necessary
for the student to understand and perform the tasks shown iri the unit. g

Canary. Steps of Procedure - This presents a verbal and illustrated step-by-step explanation of
a given skill or task.

Creen. Skill Sheets - These pages provide paper and pencil exercises to develop and reinforce
the math skills necessary to perform the procedures in the unit.

Blue. Activity Sheets - Various activities are presented to increase student involvement and
provide extra practice in performing the procedures.

Pink: Unit Review and Performance Checklist - These sheets are used by the instructor to
evaluate student performance. Different forms of review, includirig identification,
matching, multiple-choice, and short answer exercises, are provided.

Curriculum material as developed as hands-on procedural materials for the special needs
student and as a resource and guideline to assist the instructor. Responsibility of the instructor will
be to adapt the material to suit a particular teachingflearning situation. This material can provide
a basis for a vanety of uses in a variety of special !2arning situations.

Instructor’s information, located in the frorit of the book, contains notes to the instructor,
helpful resources, and answer keys.
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General Notes to the Instructor

Step 1: Read through the information in each unit before presenting it to the student.
Step 2:  Make sure all equipment to be used in each unit is available.

Step 3: Prepare any handouts, visuals, or supplemental material to aid student learning
activities.

Step 4: Provide student with Introduction page.

Step 5. Discuss tasks on Introduction page and give directions for completing the Are You
Ready section.

Step 6: Have student complet2 Introduction page

Step 7. If student elects to complete the Unit Review and Performance Checklist and does so
to your satisfaction, have student proceed to the next unit If student does not wish
to do the exercises, proceed to the next step.

Step 8: Discuss the Introduction page information with the student. At t. s time you can also
discuss the Terms and Eguipment lists.

Step 9: Provide student with Steps of Procedure section.

Step 1C: Select a means to present the Steps of Procedure. (This will depend upon the
capabilities of the student.)
a. Have student study information independently,
b. Go through the Steps of Procedure individually or as a group.
c. Go though the material as a group, then have students work independently.

Step 11: Instructor can demonstrate procedures to the student or class.

Step 12. Allow student time to practice the procedure. Individual judgement bv the instructor
will determine proper amount of time.

|

i

| Step 13. Have student complete all Skill Sheets for the unit. Skill Sheets reinforce skills
necessary to perform the procedures in the unit and may also be used as a self-
evaluation by the student and as points of discussion for the class.

L

|

|

|

|

Step 14: Complete any applicable activities listed on the Acitivity Sheets.

Step 15. When student is ready, use the Unit Review and Performance Chiecklist to evaluate
student’s performance for that unit.

Additional Suggestions

Try a team approach when possible:
-P2ginning students can work tegether afier instructor’'s demonstrations.
-One student experienced with the procedure can work with a beginner.
For non-readers or ESL students, audio-visuals of the lessons can be prepared.
* Review equipment with students whenever necessary.
Exercises can be used as a pencil and paper exercise or in any way instructor feels will help to clarify
the material.
Additional modifications can be made to take care of other isadvantaged/handicapped conditions unique

to your situation. ‘
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QuestAir/1-88
Special Needs Follow-Up Questionnaire

Staff members, writers, and advisors have worked to make these instructional materials easy to use
and easv t% read. We welcome your input in the form of suggestions and/or corrections. Please return
this questionnaire with your comments to:

Special Needs Editor
Instructional Materials Laboratory
10 Industrial Education Building
University of Missouri-Columbia
Columbia, Missouri 65211

Thank you for your time and consideration.

Supplementary Units for
Secretarial TGChﬂOiOQV/OffiCG TeChnOIOQV
My overall rating of this publication is:
O Excellent O Very Good O Good 0O Fair a Poor

| would suggest that to improve the materials, IML should:

Other Comments:

OPTIONAL
Name:-
Address:




‘ Secretarial Technology/0Office Technology
Class Progress Chart

:SOWEN JUapnas

WHAT THE STUDENT CAN DO

Demonstrate Jobkesping Skills

‘ Use Proofreaders’ Marks

Type Letters

Type Tables

Demonstrate Telephone
Techniques

Use Basic Business Math

Perfaorm Banking Duties

Process Incoming Mail

Process Outgoing Mail

Make Decisions and Organize
Work

Instructor’s Signature/Date

i1
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Job Keeping

Job Keeping
Skiil Sheet 1

What 3Kiiic are Required for Employment? -

A survey of Help Wanted Ads from the February 2, 1986, editions of the St. Louls Post
Dispatch, vields some important information. The ads revealed that employers seek
employees who possess office knowledge and skills. Further, the ads reveal that employers
seek employees who possess desirable personal traits.

The ads in the survey included entry-level clerical and secretarial positions. The skills, listed
in random order, included the following:

1. typing 10. word processing

2. shorthand 11. transcribing

3. office procedures 12. greeting public

4, spelling 13. processing business forms
S. grammar 14. calculator

6. telephone skills 15. processing mail

7. filing 16. proofreading

8. data entry 17. interpersonal skills

9. record keeping 18. communication skills

Some of the desirable persona traits requested are shown in random order in the follow:ng
list.

1. neat 9, well organized

2. accurate 10. self starter

3. friendly 11. reliable

4, tactful 12. stable

S. personable 13. pleasant phone voice

6. energetic 14. ableto graspinstructions

7. attractive 15. able to work alone, unsupervised
8. mature 16. positive attitude

Why Do Teen-agers Lose Jobs?

This question is answered in the March 1984 edition of Tomorrow's Business Leader.
Employees think they lose jobs because they lacked experience or training. Emplovyers,
however, indicate that teen-agers lose jobs primarily because of absentesism, tardiness,
and inability to get along with other workers.

ERIC
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Activities
List the business skills you have mastered.

1 ﬂmmen;_yj.//_amy_._

©ONOM e N

PEN
54

List several personal traits you feel best describe you. (You may be abiz to think of other
traits in addition to the ones listed above.)

rS wi

O N OGNS wN A
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. Job Keeping

Job Keeping
skili Sheet 2

For the purposes of this activity sheet, networking m2ans using the knowledge of
acquaintances to help in getting a job or te dvance from one job to the next An example
of networking is 2pplying for a position that a member of your family told you about I
addition to family members, your network can include teachers, friends, employers, and
ocher contacts in industry.

Q

A very important part or the structure of networking is reputation. If a member of Your
network knows of a position for which you are qualified, he or she will be anxious to tell
you about the position and will be happy to serve as a reference. It would be an error to
recommend a friend for a position just because he or she is a friend. If the friend does
not do well on thejob, the network member’s reputation with the employer will be damaged.

Another important thing to remember about netviorking is to keep the network operating.
Keep in touch with members of your network. For example, teachers or placement personnel
often learn of vacancies throughout the year, not justin April - July when many graduates
are looking for initial employment. These important people in our networks should be
informed as to whether graduates are still looking for positions or whether graduates are
Inoking for advancement. The same advice applies to present supervisors. Don‘t forget to
let them know that you are interested in advancements.

Finally, it is important to keep adding members to your networking list. You must take
theinitiative in introducing yourszlf to people who can help you advance o other positions.

Activities

1. List the persons in your present network.

a. _Apswers will vary

b
c
d.
e

by,
Ky

ERIC
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2. List the ways you plan to keep your network members informed about your
employment status.

a. _Answers will vary

3. Case Study
you work in the mail room of a iarge corporation. You would like to be
promoted to a posit:on in the shippinglreceiving department. Discuss the steps
you would take to add a new member to your network who could help you
obtain the promotion

Answers will vary. Concepts that could be included are:

a.

Let your present supervisor know that you are willing to try
for advancements. Supervisors can be very good sources of
information, can put in a good word when the opportunity is
available, and can introduce you to the right people.

Follow up on introductions. Arrange a meeting with the
contact person. Talk about Your desirae and qualifications
for working for that department.

o

bt
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Job Keeping
Skill Sheet 3

Setting goals helps students maintain a positive attitude throughout their schoot years.
When we remember that we want to get an entry:l - clericalisecretarial job after
graduation, this keeps us motivated.

In order to reach goals, students should set objectives. Objectives are steps which are taken
to reach goals. Examples of objectives are to use effective telephone techniques, to prepare
a resume, and to compose a letter of application.

The following paragraph from the 1984-85 Occupational Outlook Handbook defines the
job entitled “Order Clerk.”

Process orders for material or merchandise from customers or
establishment employees. inform customers of receipt or orders, prices,
shipping dates, delays, or additional information needed on the oiGers.
May route orders to departments for filling and follow up on orders to

(¢ ] insure prompt delivery. May be designated according to method of
recewving orders, such as Mail-Order Clerk or Telephone-Order Clerk, or
according to type of order handled, such as Back-Order Clerk.

An appropriate goal could be written as follows:  To obtain the position of Order Clerk.
Some appropriate objectives might include the following statements.

I will be able to:

(3) proofread business forms for missing details,

(b) operate an electronic calculator,

(c) make outgoing telephone calls,

(ch fill out a routing slip, and

(e) compare business forms with incoming deliveries

It 15 important to remember to set new goals. Getting that first job is not the end of gocls
Advancing to jobs which have more responsibilities and better salaries is important in keeping
a positive outlook on life.

i6
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Activities
1. Write a goal statement for a positionis) for which you are training.

AnSwevs wi ” Vvary.
2. Write three objectives for the positionfs) in Question 1.

a. _Answers_ will Vary _
b.
C.

3 Compare the following job definitions from the 1984-85 Occupational Outlook
Handbook. Underline the new skills in the advanced position. Then write a goal
and three objectives for the advanced position.

File Cierk Clerical Superviscrs, Office or Plant

File correspondence, cards, invoices.
receipts, and other records in
alphabetical or numerical order, or
according to the-filing system used.
Locate and remove materal from file
when requested. May be required to
classify and file new material.

write a goal.

List three objectives.

a OMPYILIL I 0, o _IN

b LCa 2 A€ A1) (2 0

¢ Recomp poyditg 4 A M
roceo(u. e$

To obtan The posif/on aze,ra/ocrvisor o He 7/:?//';1‘7 O/e/vwﬁﬂe*tl‘

& Become. ony\oU.Ja‘/j homilar witl em/oﬁ/ee's manua/,

Supervise and coordinate activities of
workers engaged chiefly in one type of
clerical function such as typing, filing,
bookkeeping, tabulating data. etc May
assume responsibility for completion of
work assignments by clerical force being
supervised and for the accuracy of
completed assignments.
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Job Keeping

Job Keeping
Activity Sheet 1

The ability to attract people to you Is achieved by good interpersonal skills. The skills invnive
a positive selfimage, good personality traits, and a neat physical appearance While a
comprehensive discussion of interpersonal skills can fill several books, the next three
paragraphs are presented to help you in the role-playing activities that follow,

Developing a Postive Self-image

Throughout our lives we see people we want to pattern our behavior after. For exampie,
we might think to ourselves. “Gee, I wish I could type as fast as what s her name. A negative
self-image can lead to feelings of jealously or cause us to Just accept whatever life brings
our way A positive self-image helps Js remember that we are worthy indviduals and to
try to make the best of what we have. We also need to believe that most people are
trustworthy and will accept us as we are.

Developing Good Personality Traits

Personality traits can be thought of as good habits. For example, teenagers become reliable
by practicing being on time for classes and by having their homework ready for class
Undesirable traits turn people off and cause them to not want to *3ve anything to do
with us Examples of undesirable traits include always complaining abcut secmething,
sloppiness, and constantly making excuses.

Maintaining A Desirable Physical Appearance

An attractive outward appearance depends on feeling good inside as well as looking good
on the outside. When we feel good about ourselves, we usually stand or sit erect with our
heads up. Guod posture, in turn, makes cur body work better, and we feel better. Therefore,
we can get more work done. People think we are more energetic and friendly. Wien we
fook good on the outside, that makes us feel better and gives us confidence in meeting
and working with others.

-~
S,
&3]
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Role-playing Activities

Situation 1:

You have to stop on your way to work this morning to have air put into your left front
tire You arnive at work Iater than normal and have to drive around a few extra nunutes
to find a parking spot So you arrive on your floor of the office building realizing that you
are fate for work You rush into the office pausing only to say, "ExcuSe me,” to two people
standing in your way. You plop into your chair, exhale, and look up to sce your supervisor
standing there with the new employee for your department You suddenly realize that
you went past them without a greeting (such as, good morning), without saying the
supervisor's name (Mrs Ford), and without your usual smile. You feel a great distance opening
up between you and your supervisor How can you regain a “comfortable” feeling?

Points to bring out in role=-playing activity:

The point of view of each person should be considered. The
supervisor needs reinforcement. She wants to be treated as an
individual who is accepted by all the workers. She also wants
the respect of her subordinates. The new worker needs to feel
secure--that friendly, helpful people work here. The 1late
employee could apologize briefly without a lot of complaining or
making excuses.

Situation 2:

You work in the billing department now. However, you have been taking night courses in
word processing During your afternoon break yesterday, you finally got up enough courage
to make the acquamtance of Sally who works in word processing. Sally calls today and invites
you to walk to aiocai restaurant for lunch. It s warm outside. You are keeping your blazer
on today since you didn’t have time to press your blouse. You make some excuse about
not feeling well and deciine Sally’s offer. After you hang up, you wonder whether Salty will
cali again since you rejected her offer If you could relive these past two minutes, would
you accept the offer?

Points to bring out in role-playing activity:

Beir7? unsure of how we look can cause us to be overly cautious in
our dealings with others. We have to feel good about ourselves
before we can really have good communications. Anything that
shuts off communications must be eliminated or the communications
will cease.

Situation 3:

Peggy’s desk 1S across from yours. Peggy has recently developed a new habit that annoys
you. You have tried to stop speaking to her hoping that she would take the hint She thinks
you are just being mean to her. You both like your jobs very much and both want to stay
in the department How can you begin to let Peggy know how you feel?

Points to bring out in role-playing activity:

The person must be separated from the behavior. It is the
behavior that is not 1liked. Start communicating again. There
are two alternative directions.

1. Be straightforward. Ask Peggy to do what you want. Be
ready to explain the benefits that Peggy will gain.

2. If you find you cannot ask Peggy to stop the 'iehavior, try
to change to tolerating the behavior.

1
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Tin MAIL CLERK
|| e | | SELENETS
Directions: Provide answers fo the following questions. (R 4 CROTIFATES oINS indublotl
— I SRR T A
1. Indicate whether the following terms are (8) business skilis or (P) personal traits & “:.?’..?':"":'::':‘ é?*“:;:’.‘g‘:‘.’;:;:?‘ RS
by writing the correct letter in each blank. ~ACCOMING K Pt e el vy
a. dependabity STRRRETIES Fecson MO 63006
b. typing rate of 50 wpm _R__ wf"'";:‘ N M&W&m ot S e
c. spell medical terms B__ mocissatre || L SRR
d. transcribe medical reports _ B ] - (o
e. sensitivity Sl o
f. insincere praise _P___ o
. . " L 849.5555 D) o
2. Indicate whether the following concepts are positive {attracting) interpersonal o kY]
factors or negative (repulsing) interpersonal factors by circling the correct -
letter. B
a. trusting others N (1]
b. losing one’s temper ] _Answers will vary. Q
¢. talking too loudly P / o )
(4] d. breaking promises e
e. suggesting alternatives 2
f. embarrassing others P g.
" —_—
3. What,|s networki lpg? n
-
3
L d
4, Choose one of the following ads. Write a goal and three objectives g
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e ‘mwer Key - Skill Sheet 2 ‘

Clerical/Secretarial Supplementary Umits HAPPY MOMENTS WITH SVEN ANDREW
Proofreading

We of ten enjoy time spent with 1ittle children because they are so

SKi“ Sheet 1 natural. For example, when Sven Andrew was abcut three years old, he staye

in the bathroom for a while longer than usval. (Littlc ones love to play

with the paper in the bathroom.) ! thought to myself, he fs just pulling

-Directions: Match the proofreaders’ marks to thew meanings by writing the letter for the

correct meaning in the space next to the proofreaders’ mark. paper off. For once ‘11 let him pull off paper to his heart's desire. One

roll can‘t hurt, But soon he came into the kitchen. He had on pajamas that

—d__ 1= a delete
:t 2. S b. close up covered him from shoulders to toes. There seemed to be quite a bundle
3N ¢. move right . insfde his pajamas. “Look, Mommie,” he safid. “See my cottontafl. I'm a
4.\ d. move left
-5— : : bunny:*
Mo 5.7 e mowe Y
< __6__—_1 f. reverse (transpose) When Sven Andrew was about four years old, he watched very quietly one
~ .
_h_1C g. insert (add) day as I shelled pecans. This time 1 "accidently” let one shelled half get
& s O/.y h. run in (no paragraph)
close to him hoping that he would pick ft uo, examine it, and ask questions.
Directions. Write the correct proofreaders” mark in each space provided below. He surprised me. He popped it fnto his mouth and began chewing before 1 had

cleaned the hully matter between the ridges. Quickiy he spit out the morsel

N Lo e lower case (do not capitalize) Taiming. " ' ok 4 "
- upper case {capitalize) exclaiming, “Mommie, Mommie, there's a skunk in my mouth!
insert a space tien Sven was in the first grade, he brought home a pamphlet about
start a new paragraph plants. Sven had not read through the entire pamphlet. I was reading it

do not change

spell out (do not abbreviate)
single space . you get lots of leaves.” 1 read a little farther. “Sven, it says here

over and said, “Sven it says here that if you put a sweet potato in water,

PR

double space that if you put a pineapple in water, it..." “Don't tell me,” he said,
indicating by his tone that he didn't want to be disturbed further from h'<

toys. “You get a pine tree.®

PNy
()

Re

A9} Jomsuy - Sjjun Asezuswaiddns jejie3a433s /1ed31431d
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ClericaliSecretarial Supplementary Urats

proofreading

Proofreading
Skill Sheet 3

Directions: Use proofreaders’ marks to show the correct usage and/or spacing before and
after the special keys used in the following sentences If a sentence is correct, place a "C”
in the answer blank provided. Check your work with the answer key. Then, type all the
sentences in correct form on 2 sheet Of paper.
Hyphens
1. Most calls should be placed on a statior{}3¢*3tation basis.
2. Each is staffed by factor{\,-trained people who know our calculators
3. Each letter will include a two- to three-page brochure.

Pl

Telephone Numbers -
4, -If you have a question about gur product. £ us at 1,800, 222-1300.
S. Her telephone number ls£30}§§9-2301.

Money
6. Enclosed is our check for $7764in payment of your fee,
7. The price will increase from 30 cents to 42 cents.
8. The prices ranged from §:‘.95 to $4.09 per ounce.

| P

Quotations
9. He sald, “That Is alkq
10. The assignment was to read the chapter entitle({/pkin Care.”

pPercent

11. We pride ourselves on helping our clients cut costs by 40 percent.

1980
County census
Bloomfield 200,000
Appleton 100,000
Sweeton 300,000
Number and Symbot sign
13.
-Quantity Description
€ reams 20 bond paper
6 reams 16  ditto paper

1985
Census

250,000
110,000
300,000

Unit
Price
2.25
1.25

Percent of
Increase

25%
10 %
0%

Total
18.00
7.50

14. Our model No.ﬁ‘le delivers up to 150 copies per minute.

[l

[ [F
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Clerical/Secretarial Supplementary Uiits

Proofreading
KEY

Proofreading
Skili Sheet 3

Directions: Usepr~ ‘readers marks to show the correct usage andfor spacing before and
after the special keys used in the following sentences. If a sentence I1s correct, placea C
in the answer blank provided. Check your work with the answer key. Then, type ai the
sentences in correct form on a sheet of paper.

Hyphens
1. Most calls should ba placed on a statior:_to%station basis.
2. Each is staffed by factory’-trained people who know our calculators.

ol

3. Each lettar will include a two- to three-page brochure.
Telephone Yumoers
4. If you have 2 question about our product, call us at 1,800, 222:1000. -
5. Her telephone number isg\soz@as-zsm. -
Money
6. Enclosed is our check for $7764in payment of /your fee. _
7. The price will increase from 30 cents to 42 cents. <
8. The prices ranged from S2.95 to $1.09 per ounce. R
Quotations
9. He said, “That is alkn -
10. The assignment was to read the chapter entitlec{f}Skin Care.” _
Percent
11. We pride ourselves on helping our clients cut. costs by 40 percent. <
1980 1985 Percent of
County census Census Increase
Bloomfield 200,000 250,000 25% <
Appleton 100,000 110,000 10 7 —_—
Sweeton 300,000 300,000 0% —_
Number and Symbol Sign
13, Unit
Quantity Description Price Total
8 reams 20 bord paper 2.25 18.00

6 reams ;:1 6C ¥ ditto paper 1.25 7.50
14. Our model No, I.;I18 delivers up to 150 copies per minute.

Clerical/Secretarial Supplementary Units

Proofreading

Procfreading
Skill Sheet 4

Directions. Beiow you will find a hist of products that appearcd in 3 catdiog A puichase
order nas been prepared to request some of the products. Proofread the purchase order
to make sure it has been prepared correctly. Use proofreaders marks to correct any errors
that you find on the purchase order.

OFFICE SuPPLY CATALOG
Removable Transparent Tape
830-591. 1” wide tape $5.75 ea.
B830-590, 3/4" wide tape $4.35 ea.
Book Tape
B830-420,1 4" wide S3.00ea. $2.90 ea. for 6 or more
830421, 2" wide $3.99ea. $3.89 ea. for 6 or more
Masking Tape
836-305, 1/4" wide $1.15ea. $1.10 ea. for 12 or more
B36-307. %" wide S1.51ea. $1.45ea. for 12 or more

PURCHASE ORDER

Quantity Description |, Unit Price Total
s 830:&;91 removable transparent 5.75 28.7
Jfapg, 1" wide 4
6 BA0<720 book tape, 1 1/2" wide No 17.40
1 330~421 book tape, 2" wi 3.99 3.99
12 B36-305 masking tape, 1/5%" wide 1.04] 13.20
10 B36-307 masking tape, 1/2" wide 1.5° 15!
L)
o Y}
o ??
fo

A3) Jomsuy - sjun Atejusawaiddns (Bi1e3a.429S/1e3lisp)



ClericallSecretarial Supplementary Units

Proofreading

o Proofreading
skill Sheet 5

Directions: For each of the situations described below, tell what type of reference coutd
be used to find the needed information. Some items may have more than one correct
answer.
Possible answers include:

 dictionary

+ word book (quick reference)

* grammar/style book

1. To check the spelling of a word

) avy. woed boo
u‘

2. To find out the correct way to use a8 comma in a sentence
that lists several items

_atavapaar s :de Q0

3. To find out how to divide a word at the end of a line
ﬁ{;c‘": nhmnlll lnDtA '01)

4. To find out what a word means

di c_‘tinmnll

S. To find the correct way to use quotation marks

6. To find another word with the same meaning

;e_ﬂnhmn’/

7. To find out whether a word is an adjective or an adverb
leliouavy
i

8. To find out when to use itelics
__aramwaay non

9. To decide whether to use a dasE or a colon
niav (Y]

10. To find how to spell the plural form of a word

dictionary aramwaar fetyle book
u7J TJ

ERIC

Aruitoxt provided by Eic:

Clerical/Secretarial Supplementary Units

Proofreading

lgrqo&eading
Activity Sheet 1

Directions. Use a dictionary, word book, or grammar/style handbook as indicated to answer
the following questions.

1 Use a word book (quick reference) for spelling and word division to find the
correct way to divide these words.
Example: difficuity  dif-fi-cuity

population A= "+0nh
eventually !e—atﬁ— Fu - a Hig
recognizable rec-og-niz - ‘a-gle
advantageous = Ta-~—

2. Use a word book (quick reference) for speliing and word division to correct the
spelling of these words.
Example: difikulty  difficulty

expediant ren

refered re'lorred

conceed enncede

developement devel olnmgwl' o
F

3. Use a dictionary to find the correct way to spell the plurals of these words.
Example: difficulty difficulties

tomato 4rmatnes
motherindlaw  _aotherns-in~ law
crisis crises

alumnus alumnhi

4. Use a grammaristyle handbook to find the information requested.
What is the abbreviation for “trademark™?
T/M

what 15 the abbrewiation for “Master of Education”?
M.EL

Are the names of the seasons capitalized? |
Y are_jner.mm-ﬁ'ed\'

what is the rule for expressing amounts of money that include mixed amounts
of dollars and cents?

How 1sthe possessive of a proper name ending n *'s” {for example, Jones)

i ?
ertten. t !

e jusl awm
Lor example Jones’s or” Jones’
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ClericaliSecretarial Supplementary Units

Proofreading

Pl:oofreading
Skill Sheet 6
First Reading Key - Blue Iink Pen

reuuwi.@

Dear Customer.
We are piessed 10 announce that we will be hiving 3 s3'e begnning Aprd 3

Please Give special 3tdfion to the enclosed map The sais Iocaton wit be the Colonat
fna Conventon halt 3t 155 and Route B, Cape Grardeau.

L
Vie will have £ large seiection of home furnishings, as wetl a3 3 targe seiecton of spotng
ecuoment

Enciosed are tckets for our private sate days.
Two Private Sile Days
Mon, March 3 and Tues. March &

%5 Four Publc Davs
Wed, March S, Thurs March 6, Fri, March 7, & Saturday. March 8
Stoce Hours
Monday March 3 8amto8am
Tuesday M3rch 4 8amto8pm
Wednesdzy March 5 10amto8pm
Thursday ans_, 10amto8pm
Friisy March § 10amto8pom
Saturdsy March 8 10amtoSpm

We kook forward to seeng you 3gan.
Srcerely,
f
Frank Hayes
o
Enciures

ClericalSecretarial Supplementary Units

Proofreading

Proofreading -
Skill Sheet 6

Second Reading Key - No. 2 pencil

Déar Customer.

Vit are pleased T0 announce that we witl be having 3 sale begning Aol 3

Piease grve speci2l 3ttnenon T0 the enciosed m3p The sale location wil be the Coton)l
Inn Convention hall 3t 155 and Route B, Cape Cirardeau. MO:

wevmhaveeluqeselmmofhormtumm-v\m{a;maawcemmofsoonm
equiomnt

Encidsed are tkets for our Private sale days.

-
@i}t Maren Jand Tueyl March 4
f r es D3ys &
@edt Marzh 5: G/ March 6JE0K Macch 7/8saturcay, March 8
3 <
Store Hours

Monday March 3 g8am.toBam
Tuesday March 4 8am. to8pm.
Wednesday March 5 103am.to8pm.
Thursday March 6 10am.to8pm.
£nday March 6 10am.to8pm
Saturcay March 8 10amtoS5om

Vie 0ok forward to see:ng you 3gan

Srcerely,

Frank Hayes

(4.4
Encisures

Februaty 10, 1896

Iwo Private Sa'e Davs

" - —— _-——._-..—_——‘

Qo
Pat

A9) Jamsuy - S3un Adejusws|ddns 1e14e3a.423S/ 183310




Clerical/Secretarial Supplementary Units

Proofreading
Proofreading

Skill Sheet 6
Third Reading Key - Black Pen

Februaty 10, 1896

Dear Customer: M\.
e are Dleased 1o announce that we will be having a sale begnning 3.

" Please rve speaial 3ttnztion to the enciosed Map. The sale location will be the Colona!
Inn Convention halt at $55 and Route B, Cape Girardeau. MO.

We wil have e farge sefection of home furnishings, as well 35 3 137ge selecton of sportng
ecuioment

Enciosed 3re tickets for our private sale days

ClericaliSecretarial Supplementary Units

Proofreading
KEY
Proofreading

Unit Review -

Directions  For each symbol in Column 1, choose the correct definition from Column 2. Write the corcect
letter in the spaces Provided.

column 1 coluntn 2
D . O A. move 1o the feft
A2 B. leave space
C 3 C. delete
_B a2 gF 0. spell out in ful
F 5 o E. insert puntuation
E 6. A E. move circied material to indicated Point

Directions  Procfread the follovang expressions for correct punctuation and symbot.isage tf the expressions
are correct, enter a € in the sPace provided. If the €.0ress,uns are incorrect, place Proofreaders marks
at the apPropriate places.

7 1f you 2re n a hurry, just droD the card in the mail today. L
8 Accordingly,we have updated the ledgers. ——
9. Therefore, the tuckets were printed Yesterday. Lo
10. It has chilaC<proof hinges. —_—
11. Your ideas increased our sales by 2@ —_—
12 vou will hear a * beep”. P
3. Just call our branch at(314)5521441, _
14, For 3s tittle 35 ss day, you can rent a lodge. —_

Two Private Sale Days
Mon, March 3 and Tues, March 4
Fout Public S3les Days
wed . March S5; Thurs. March 6, Frl, March 7, & Saturday, March 8
Stoce Hours ?

Monday March 3 Bam.toBsm
Tuesddy March 4 Bam.toBpm
Wednesday March § 10am.toBpm.
Thursday March 6 10am.to Spm.
Fnday rch 6 10am.to8p.m.
Saturday March 8 10amtoSpm

We lock forward to seeng you again.

Secerely,

- Frank Hayes
e (414

- Encisures
s P
> AR

<

S
L

ERIC

&

Directions  Place proofreaders” marks in the following letter

May 7, 1986

The Cffve Place
558 Poplar Avenue
Pootar Biwff, MO 63901

G.ii'.(iu' A

Piease send the foflowng products by UPS

+
Quanity  CCatalog No. CDescription Cprice Crotat
6 818523 lettersize oesk tray §250 e $1500
H au?‘za"' egatsize cesk fy sa25 & 850
To cOV 1 Tre costs Cf Spomg ang handkng,my check for 525 23 15 enciosed
e
Heary Langford

33
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ClericallSecretarial Supplementary Units

Typing Letters

Typing Letters’
Skill Sheet 1

Directions: Study e~ch letter and answer-the questions about it. P
1. How many words are shown in the first line of the body of Letter 8? __3__
2. How many lines of handwriting-are shown in the bod{/ of Letter B? _Lé_

. - /6
3. Multiply the answers from

- Letter 8
questions 1 and 2 to find 1Y
the number of words in
the body of Letter 8. Gl 5. 706
‘ﬂMlAM\lIL[L;J’l el
; nqs - S Soaxt 7% e,
4. Margin settings o be used 7o TE P
for Letter 8 are those of . ’
a ashort letter 2t 8T Farcnl
an average letter .
e 058 Stethachie Frund Lion wernhd Lide Je SLank e
-3 ¢. along letter e ol P 4
o , _
__%.WMM&W
JI._’_ 7 N/ ™ ,;.ﬁum)’f».m
r Pl fA[u‘:f_,.-hd.. s a (Dt
2o todirsd i oo seabioctio fesen Pl tant Fole 4 fris:
il 4 o o
Lead s wuclins R diisd .'r/n..ﬂ:m Loon best
:, .: N i : . : , N 4 !:
i!‘ulu arure Moo A mret M‘.: 1‘11/2:_;“—*':’ h’-l;_
- D'/?w’/".,%i,/. ondsnop (8TinsT. A;.M.:..fk
sfucler?, ’AIMM olail tia
[/
’
34
Q

(@ an average let.ter

Letter C

Contemlan 15,18,
L4

Dazra Lyote
| SAL RN e v e e e e

LA £ _A(RZLJ”;

——fﬂ“‘ﬁf‘“‘-ﬁ“—*@mﬂ‘mﬁ“—

dert loasy a Sungle oredid
a 7

i
LA
I 4
[

How many words are shown in the first ine of the body of Letter C? AL
How many Ines of handwniting are shown in the body of Letter C> L% .

Multiply the answers of questions S and 6 to find the number of words in the N

body of Letter C _[S % _ Ry
Marain settings to be used for Letter C are those of _b_ 17’ ¢

a. a short letter

C along letter

. ]
o

29s/1e3:331)

¥

A3 Jomsuy - sjlun Adejuawaiddns jeela



ClericaliSecretanal Supplementary Units

Typing Letters
Typing Letters
Skill Sheet 2

Directions: Study the index .rip below and circle the appropriate type of margin setting
for each letter.

I I L B R

0 [H] 20 25 30

Correct Ret:

1 first letter. short éverage) long
2, SECONT 1ELLET e e cornreees svesmersenson short average
3. third letter @ average long
4, fOUrth [ELLEr.. . e ceone crvasarasracasonnn short average

S. fifth letter.. . short verage) long

36

Clerica¥Secretarial Supplementary Units

Typing Letters

quing Letgers
Unit Review

Dlrections: Fill in the blark with the best answer for each question.

1. The “control” key is a ;“L“-;_ key. It must be held down while another key
is typed.

2. The foilowing word counts were provided on a textbook assignment. Determine
whether the letters are short, average, or long by circling the correct length,
Fill in the margin settings for those letter lengths in the space provided.

12 PITCH 40 PITCH
WORD COUNT CLASSIFICATION LM RM LM RM
119 short (3verage) long 20 55 17 22
324 short  average 5 9 iz 77
207 short (averagd) long 20 83 17 72

83 average long 25 %0 22 67

3. A handwritten letter is 17 lines long. The first line of the body contains 10
words. Is the letter classified as short.(@ @cr long?
(Circle the correct length)

<
P

4. Locate the third piece of correspondence on the following index strip and tell
whether the letter is:

3. short :
t“: -|-.-I:ll-‘...-lnln-'l.----;.-l-l;----r."
. 1ong Comect ) Rot:

5. Yo' are typing a letter that will be photocopied and mailed to 25 offices. You
acudently type paragraph 3, which is a two-line paragraph, where paragraph 2
should be. You are using a typewriter that has a lift off ribbon. Check the
correction technique you could use.

—. cover-up tape
— lift off tape

& lift off ribbon
¥ correction fluid
¥ correction tape
— delete

37
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Clerical/Secretarial Supplementary thts

Typing Tables

Typing Tables
Skill Sheet 1

To understand instructions for typing tadles, knowledge of the names of the parts of tables
is necessary. The parts include:

A. main heading

B secondary or subheading
C. underlined column headingz, either all blocked or all centered
D. coiumns .
E. longest line of type including spaces between columns
F. blank lines
G. typed lines
H. spaces between columns (spaces becween columns may vary from table to table)
The parts of the following table are labeled and their spacing is indicated.
MARAITITS 1YPE ELEMENTS 1
Y os 2
$6condary Or sudhedding - 88 Characters 3
EA £ 3
underiined 5
column neadings, Name 6
U blocked or >
centered - Jos 7
Adjutant 8
longest ine of g
tyve Inctuding 3 {Courier 12 01-067 12 Bracket 10
spaces 1"
between -
P Courfer 71, ,,,,01-0S1 10 Legal bk ines }g
Elfte 72 01-137 12 Standard <—| 14
f  spIces berween columns typed Lnes
columns
38
O

RIC

Aruitoxt provided by Eic:

Answer Key - skill Sheet 1

Directions: Using names of the parts of the table as listed on the orevious page, labeled
AH, fill n the circles with the appropriate letter.

(B) OFFICE PAOCEOURES CLASS
@ Asslgnments®

Activity
Questions 4, 8
Cases 1-1, 1-7
Guestfons 1, 2, 6
Cases 1-3, 1-5

® ©)

Chapter © Date Due

September 5 @
Sepvember 8 )
—/

——

DIrections: Answer the following questions concerning the table.
1. How many typed lines are in the table?

2. How many blank lines are used by the table?

F

A9 J1omsuy - sjiun Adejuawaiddns jelae3aqd9s/jedns))d

3 How many combined lines are used by the table?

4 On which line of type would a typist start typing the main heading? . (o
Skow math steps.

o6 I._-’L(a.

-/ XI5

50 At
/2
I

39
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Clerical/Secretarial Supplementary Units

Typing Tables

Typing Tables
Skill Sheet 2

Directions: Look at the following table and answer the questions

Yies
Brek

CALCULATORS
Handheld and Portable

. Brand Name Catalog No. Power Service Printer/Display
Texas Instruments K9-TI-5008 AAA Batteries or AC P/D
Texas Instruments K9~TI-5020 Solar D
Sharp K9-E1-1161 AAA Batteries or AC P/D
Sharp K9-VX-1136 AA Batteries D
Sharp K9-EL~345 Solar D
Adler-Royal K9-PD1 Rechargeable Battery P/D
Adler-Royal K9-PD4 AA Batteries P/D
Casio K9-FR-101 AR Batteries or AC P/D
Casio K9-SL~3005 Solar D

1. What is the main heading? Ca_l Cla lo:fors

What is the longest entry in Column 17 _Je.ya.s Thsteu meunts

What is the longest entry in Cotumn 22_Ciata lng  Mo.

J
What is the longest entry in Column 3? _K&QLM&&&L{E_EQ:HEL)L
What i the longest entry in Col.mn 4? _Blm."'_&t,/LQLﬁ.lala.y—

o A wowe

. C o 4p

O

LRIC

10

How many strokes are in the Longest line of type in the table?

_L’L+s_,LL+ea_"+eL_X_L

What v.ould be the left margin setting for this table? 4 riQ 0
Show math steps. 1) &D
!

How many lines are needed for this table i it is single spaced? _ /&

———

On which line of type wou(l:i a typist start typing the main heading on a full

sheet of paper? _2 ¢ b 25 as
..[ 6 [o)

Type the table in the correct form single spaced. 5o 2 s ol
=

16




ClenicaliSecrotanal Supplementary timts

Typing Tabies

Typing Talgles
Unit Review

1. Place the appropriate letters in the circles in this Area Code Directory table

A. Main Heading
B. Subheading
C. Column Headings

E. Longest Line of Type
F. Blank Lines
G. Typed Lines

LL

D. Columns H. Spaces Between Columns

AREA CODE DIRBCTORY @
For Seven Central Cities .

402 @

Oklahcma 918

Y

Directions: Circle the correct answer.

2. How many carriage returns should be placed batween the main heading and the
subheading?
a. none
b. one
two
. three

42

ERIC

Aruitoxt provided by Eic:

Directions: Study the following table and answer the questions concerning it:

IEM OOMPATISLE PRINTWHEELS 11’
For Use with the 6240 Printer 3
and the 3730 Printer 4
5
’ 6
Catalog No. IEM Part No Type Style Pitch ! 7
8
01-A7501 - - -~ - Orator 100% 12 9
10
01-A7504 001504086 Prestige Elite 12 il
12
01-A7506 001506087 Letter Gothic 12 13
13
01-A7502 .= - -- OCR-B 00 15
16
01-A7503 001503011 Courier Pica 10 17
18
01-A7507 001507012 Prestige Pica 10 19
i . Wit -}ke 6 &0 Printer
1. What is the subheading? F‘ifn%‘eﬂp' 2720 Perinter
2 What 1s the longest entry i Column 17 _Ceala | og. Mo,
3. What is the fongest entry in Column 22 _Z_RM Part Ao,
4. what is the longest entry in Column 3? _Enes‘i'.'gp Elite.
S5 What Is th.2 longest entry in Column 47 __Piteh
6. How many strokes are in the longest line of the table?
N sas 12 ta+ 1% a4+ &5 = _5¢
7 what would be the left margin setting for this table? _&L
Show math steps. 27 s/
é .&Sf -17
¥+ 2
A
8. On which line of type would a typist start typing the main heading? _&L Ek
Show math steps. 66 23
-19 3) Y47 +1

7 i‘r] 24
6
!
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ClericalfSecretarial Sunmvmenrgry tints
Telephone Technlques

Telephone Techniques
Activity Sheet 1

Directions: Read the following information and then act out the situations described on
the foilowing page.

Employees who answer the telephone should remember that they represent the
company. They should try to create the feeling that they care about each caller. This
canng attitude will heip callers place more confidence in the employees,

Givingeach caller your full attention by listening carefully makes callers feel weicome.
A “caring™ attitude and good listening skills can be shown over the telephone:

How Callers Feel

Sometimes when calls come, an employee
is not in a good mood .ecause of working
toward a deadline or simply not feeling
well. These moods should not become part
of the phone conversation. Try to put a
smile on your face for each caller.

Answering calls within three rings generally
indicates a professionally run organization.

. Use the caller's name. This makes the caller feel important.

4, Listen patiently. Sometimes callers may be unhappy about
a product. They must get their complaints
“off their chest.” Although the problem is
not your fault, you must not interrupt.

Courteous Behavior
1. Accept the interruption.

6L

. Answer promptly.

w

5. Repeat some of the caller’s own The caller will feel that you are
words. sympathetic and that you understand the
problem.

Sometimes the customer feels that a
product or service offered by your
company is not perfect. The words "I'm
sorry” heig to <ooth the caller's anger.

7. Ask questions. Show vour willingness to help the caller.
Ask thie caller for dates, amounts, or other
inforination that will help you to fill
requests or solve probiems.

6. Apciogize briefly.

Q | 44
ERIC

Aruitoxt provided by Eic:

S a
®

Directions: Role play the following situations. Think about how the caller woultd feel, and
demonstrate courteous behaviors iisted on the previous page.

SITUATION 1: .
You are secretary to Mr Blue, an accountant who specializes in COrorate Lax matters A

prospective cient calls about personal tax matters. She requests an appointment with Mr
Blue You know that Mrs Eastman handies these matters for your firm, You need to transfer |
the call to Mrs. Eastman’s secretary without making the caller feel unwanted,

SITUATION 2:
A customer hzs gotten home with what she thought was a super combo Jeluxe deep pan

pizza. She finds when she opens the box that it is sausage pizza She calls to complain You
need to listen to her story, apologize briefly, and keep her good will,

AnSwerS Wi

// Uara, S‘fuw{eu.f S:(:mlc{ o(emmsf/'afa
eribed on 7l /)s-_},"/."/j J/v.eef

cockm'fcouj LeLav': ors o(e.s

o
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ClericallSecretarial Supplementary Units

" Telephione Technigues

: Telep.hqne Techniques
. ActIVItV Sheet 2 Exercise 2:

You. Mr. Adams’ office. Jennifer Smith.speaking.

- Only one out of every four business cals reaches its destination on the first attempt because Caller. ves, This 1s Mr. Montgomery from ABC Corporation. Is Mr., Adams
it is difficult for business people to be available at their desks at all times. Therefore, around?
messages are an accepted part of the communication process. Four guidelines for taking You: Im sorry. Mr. Adams 1s i @ conference which should be compleced in
telephonemessages ars: about a half hour. Can | take a message? -
1. Use a message form. A scrap of paper may get mixed in with other papers or Cailer. All night. Tell him that address he needed is. Allen Belle...
lost entirely, In addition, a scrap of paper does not contain guide words to help You: Is that spelled AL-AN?

you in taking a complete message.

2. \drite the message with great care. Avoid rewriting a message as this increases
the chance for errors ip *.ansposition or omission. Confirm or repeat names,

Caller: No. A-LLEN. BELLE.
You. Belle with an “e” on the end?

numbers, and messages 4s you go. You will be sure to hear everything correctly Cailer. Right. 2-.2-7 Mosely Boulevard.
by slowing down the conversation. This allows enough time for You to write You: 2:2.7 M-O-
legibly. '
. L . Caller: ..S-EL-Y.
3. Know company policy. Many companies prefer that carbon copies be kept for
the company files. The copies are kept in a spirakbound book for future You: Okay.
reference about names, telephone numbers, or other facts. The original only is Caller.  Sikeston... Missourl... 63801.
i o a i ’ .
torn out and delivered to the party being called ) You: Zip Code 6:3-8:0-1.
4. Deliver the message promptly, Place the message in a prearranged place on a . (=]
desk or on a telephone message holder, Caller: - Right. Thanks. o~

irecti Read the f ; . K v t ¢ You: Thank you, Mr. Montgomery. Il give Mr. Adams the message.
Directions: Read the following conversations. Then ask a classmate to play the role o Caller: Goodbye.

“Caller.,” Complete message forms for the conversations.
You: Goodbye.

.. Exercise 1:
You: Good morning. Accounting Department. Miss Hu:ton's desk: Ms Jones
speaking. WHILE YOU WERE OUT WHILE YOU WERE OUT
Caller: This is Mr. Rouerts. Is Miss Hutton in? 10:_Miss H “ﬂz l 10:_Mn. Adams
You: I'm sorry, Mr. Roberts, Miss Hutton is not at her desk. DATE: TiHE: DATE: TME:
Caller: Well, can you give her a message? ar: A< Jones o: \ tth
You. Il be happy to. That's Mr. Roberts in the Sales Department, Extension BPese rum e Oreiephored O rexe i et PR Teephones
228827 O wa o s Oromdyoret | O wa ot ape O rerwmed yor at
Caller: Right! Telf her that | need to speak to her before noon
Name of aater: .AAc._RblaettS_ Name of ciker: g "\/
You: |see, Mr. Roberts. You want her to call before 12 Co .
Will she know what the call is about? diﬁalﬁs—l%f&fj—mm o : oW,
Caller. It’s about the Rhoades Construction account. mo EXTznsion Q28 Phone;
You. Yes, Mr. Roberts. Ill ask her to return your call regarding the Rhoades M Con ’ Mesuage .Tlxe_aéa[msx_l.{_‘.._
Construction account. Is that spelled RH-O-A-D-ES? % _Aﬂen_'ReJLee__ﬂé___d
. /T Rhoades Co cTItA. vay
Caller: Correct! Tianks. Goodbye. Saoac el ml- 1)

. You: Guodbye, Mr. Roberts.

ERIC 4y
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ClericallSecretarial Supplementary Laits

Telephone Technigues

Telephpne Techniques
Skill Sheet 1

Directions: Rewrite the following names giving last name, first name, and middle initial.

Spell out all abbreviations.
Abscher Genrqa K.
Allen Thomas. S.

1. Geo. K. Abscher

2. Thos. S. Allen

3. Jas. L. Alderman Aldeviman James L

4. Chas. 0. Baker . _EXGKEL_CIABY les O.
5. Edw. R. Barks Barks Eduward R_
6. Wm. S. Barton A S.

_Beam_Daniel_M._

N.
«3 Directions: Use your [ocal telephone directory to find a telephone number for each of
the following situations.

7. Danl. M. Beard

8. A secretary needs to check the prices of desks for her ofﬂce What tODlC should
she look under?
o/tr."  What guidewords are at the top of the

correct page in the dnrectorv’.zmsum_m,&mn;._ What is the name of one

business she could call?

What is the telephone number? .Anﬁmﬁmxu.\\_iaqb :

9. Your employer needs a ietter delivered within 24 hours What topxc would you
look under in your durectory’ i

cervice,” “coaucier List the names and telephone
numbers of at least two businesses which provide such a service.

BUSINESS TELEPHONE NUMBER

Clerical/Secretarial Supplementary Units

Telephone Techniques

Telephpne Techniques
Unit Review

Directions. Provide the best ai.swer for each question.

1. An incoming telephone call is indicated by:
a. a flashing red light
© a fldshing yellow light
C. ared light
d. a yellow light

2. What is meant by the phrase * "answer promptly’ ‘7
Answer before the. thind ring

3. Which phrase is a greeting?
a. “lvan speaking.”
b. “This is Mrs. Castell speaking.”
©) “Good afternoon.”

4, Restating andlor speling nanies over the telephone is known as:
verifying names
b. confirming data

w

. List four of the seven parts of a telephone dirsctory.
2 inside. of Hhe frond Cover

i

g‘g 1l

b
¢ white. Dages
d

q
6. .Jrite the spelI'jlg'c for” .ese abbreviations
a Wm. iam

b. Jos. Tosepk\
¢. chas. _ChavlesS

7. List three wavs that 4 receJtionust can demiu ety o that he Or sne has been
listening carefully to the caller.
a. Use.the callers name..

b Reneat come of thecallers cuwn uiord-
¢ ASE-jMPSh’o‘:/K

YN ELS

(Guares

~

F1
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‘ ' Clerical’Secretanal Suo,ary Units

Telephone Tethniques

11. Study the conversation below. Assume that you are the secretary. Write a
note to yourself that includes all of the information you will need in order to
complete the request.

Directions: Circle the best responses to the.following questions.

. Secretary Caller
8. Which names are in correct indexing order?

Farmer EX. Good morning. Mr. West’s office.

Faust Machine Company This 15 Mrs. Andrews in the accounting
¢. William Finch department. May | speak with Mr. West?
(@) Screen Arts Incorporated I'm sorry. Mrs. Andrews, Mr. West is not
@) Schlitt Charles Insurance available now. This is Susan Hall, his
(f) Save-Alot . secretary. Could | take 3 message?
g. Mrs. Lila Schwab Well, no. | really wanted to talk to him

about our meeting Thursday afternoon.

9. Which of these last names would be found on 2 page with the guide words I see Mrs. Andrews. That's the meeting
“Pruitt-Ramp™? with the computer consultant,
Quade That's right! Maybe you could help me. |
(b) Pry need a cGpy of the equipment list that the
(c) Radiator Service consultant left with Mr. West.
d. Richards yves, Mrs. Andrews. | was working ¢n that
(tfé) Rader folder just now, and the cGuipment list is
. Ratliff right here.
Good. Can You put a copy of it in the
company mail for me today?
10. In your local telephone directory, the telephone number for, the park Of course, Mrs. Andrews. o
department for your city or county is: e All night! Thanks, Susan. o~
Lor answers You're welcome.

Goodbye.
Goodbye, Mrs. Andrews.

T0:
. DATE: TME:

' ’ Y e

D Peue retom ol D Telephooed
OJwa at g [ etuned your a8
wenine MesAndeesss | Callers name: Mes. Andrews

o Accauni.nﬁ_bcpaﬂ'ﬂwd‘ Callers depart mendt: Acooun*h n4

Phone r+mev\:l-

Mouge: 1/\1Cor Fon re!‘uc’ﬂed w me
list umnshex{ by the mpwhzr‘
consul+ant.

41 uested: MaKe 2 photo &
Ac?tcyl}' '*r%I wF‘f lV\?{'l'(, a?mpamj i

matl g

> ..51
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Clerical/Secretarial Supplementary Units

Using Basic Business Math

using Ba.sic Business Math
Skill Sheet 1

Directions: Label wi:e parts of the electronic keyboard below. Choose from these terms.

paper Tape Display On/Off Switch  Paper Advance  Memory Keys
Minus Total Clear Clear Entry Equals Times Subtotal
] A
- A BperTape
B. On/Off Swdn
— \ F
< C. Digplay

e BE DRBIE
K. Equals _. E@@
J. Imc.s___@_@ EJ@@ +
L e Bty 1l CE J(0(od)[]

SULICTAONIC CALCILATON

\ —/

PANTLR

H. _Miaus

s

.52

Clerical/Secretarial Supplementary Units

Using Basic Business Math

Using Basic Business Math

Skill Sheet 2

Directions. Complete the following exercises by using an electronic calculator

1. Follow the “'Steps for Computing Subtotals (ST) and Totals (T) Featuring
Additior to answer these problems.

A. B. C D.
456 987 789 102

852 951 456 100

753 963 753 156

st &061 st 2901 st 1998 st 3S%
85.200 345 900 555
4,111 300 471 882
1,033 989 915 645

T 92405 T 4535 T fa3¢ T a¢fo

1. Move the decimal selector to the "2 setting. Read the following problems and
enter the answers in the spaces provided.

a. Five items of office supplies are
priced at S6, 53.81. 5.72, 512.99,
and 53.76 respectively. What is
the total Sg_St of these items?

b. Calculate the amounts shown on w..]r_;«-
" (o
the deposit shp and enter the T
total amount to be deposited, P
28~ 17
100 44 © P @dag § gt
[CIL I Yl flod
S cemniinen N
NIT DLPOSIT Rkttt

\l.

o
)
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. ClericallSecretarial Supplementary Units . ClericaliSecIetanal Su.pplementarv Units
- - 'Using Basic Business Math Using Basic Business Math
Using Basic Buisiness Math Using Basic Business Math

Skill Sheet 3 skill Sheet 4

Directions: Complete the following exercises by using an electronic calculator. Directions. Follow the "Steps for Computing Subtotais and Totals Featuring Muitiptication
to compute the answers to these problems. Multiply the amount in the “Quantity” column
l. Follow the 'Steps for'Subtctals and Totals Featurmg Subtraction” to compute times the “Unit Price.” The subtotals should be entered in the column marked Extension.
the answers to these problems. Enter the Memory Total in the area marked “Invoice Total.”
A. B. C. D. E. A
1,331.16 868.35 720.01 99,23 568.19 Quantity Catalog No. Description Unit Price Extension
—127.22 -11.42 —30.00 —4.25 --34.86 1 3 B 59301 Integrt’d Phone System 169.99 169.99
—158.00 —~20.00 —20.00 -30.00 —2.55 12 3 B 5984 Outgoing Tape 499 59.9¢
-123.36 —9.63 —30.17 —-15.71 —27.35 6 3 B 5981 Incoming Tape 499 29.94
922.58 8a7.30 639.8¢ ¥4.27 $03.43
Invoice
Total 259.81

Il. Addition and Subtraction. Use the plus function key when entering the balance
brought forward and the amoun* deposited. Use the minus function key to

subtract the amount of the check., g
: A B. C. B — -
Balance Brought Forward 51.34 540.50 979.00 Quantity Catalog No. Description Unit Price gxtension
Amount Deposited 1,704.31 500.00 225.00 3 9 B 83633 Surge Supprassor 39.99 119.97
sT 175565 sT [0%0.S0 g7 2 9 B 83193 Security Switch 24.99 449.9%
2 9 B 83194 Wall Outlet Sensor Timer 1299 25.9¢
Amount This Check 447.66 87.53 46.30
Bala: .ce Carried Forward: 1307.99 952.97 1157, 70 invoice
Total 195.93
D.
Balance Brought Forward 616.23
Amount Deposited 2.380.65
ST 2974.%%
Amount This Check 38.27
Balance Carried Forward: __a%s3.6l

54 - . 55




14

Clerical/Secretarial Supplementary Units

Using Basic Business Math

Using Basic Business Math

Skill Sheet 5

Directions: Complete the following charge stips by adding the charges. Subtract any
disgounts. Then, muitiply the subtotal by 6 percent, th2 combined tax rate for the city
and state.

b159371
C an OF 350 0% BTt uses e awouwt |
: L
2 | Doren. Roses pol 72100 %
[ |Larqe Yase 5isl 8
CARROLL'S FLORIST g
9250008100 o T o : z
SIKESTON. 1L N n ww| 728l B
T 13 Clom [Trog sacd tas q E63 3
satessup Pt CFr e ] g1 i
3s x CON mad @ 1 Swrh O M vi M4 DOL 4LKLPYLS
U L
RETAIN THIS COPY FOR STATEMENT VERIFICATION
b15837¢@
X SN ST Ay Cove_aaeame |
1
/ _@Mfmytmfﬁf‘ 15:00] X
I | D2k Tree 20i50| 8
CARROLL'S FLORIST Stoun g
9250008100 e /5:2’ Disc =T 2423 Z
SIKESTON. IL ‘W' — mul 3000 &
- wi Lig B
= s
saLgssup PSP o e [ww] 31 197
15 8 COmtvhast® 1Mk On WVTALL B¢ ACCAMIES
:'- €0 TOME W Bl g
RETAIN THIS COPY FOR STATEMENT VERIFICATION

Directions: Use an electronic calculator to soive the following problems,

1. Add: 789 555 123
741 777 456
753 747 987
subtota: 223 2079 __1S6b
Add: 252 996 410
Total: 2538 30%8 1976
2. 235 787 1.001.00
-103 -417 ~851.45
Subtotat: 132, _ 270 4958
Subtract: -14 -166 -567
Totak: _ U3 20¥ 43,38
3. 12 x 3.99

20 X 599 16768

4. $108.98 x 30% 22,67
$23998 x 20%  _¢2.00

5. An item costing $27.98 is on sale for 30% less. What is the sale price?
J/9.59

percent.

. Clerical/Secretarial SuPplement its

Using Basic Business h

.Using Basic Business Math
Unit Review

6. Determine the “Total” of the following charge slip. The t2x rate for this city 15 7

5159371
Chabiy 04 AC TV Om Ga2y_jaen €08 el
I | tanging Basket }% 300
1 | Get Wil Cardl /45
ngSRgOLL'S FLORIST i
5 08,00 TS CATON ) L) H
16 345
SIKESTON, IL. i, u_ Izwim 2 A
SALES SLIP Pt T e | 17 160
el ?‘M. ) el O
lasnur somna >
RETAIN THIS COPY FOR STATEMENT VERIFICATION

CUSTOMER COPY

Ad) Jamsuy - sjun Alejuswieiddns 1212394995 / 1B9143]D




Clerical/Secretarial Supplementary Units

Banking

Banking
Skill Sheet 1

Directions. Read through the following information on making change and solve the
problems listed at the bottom of the page.

Making change has been simplified by cash registers that calculate the amount of

<hange that should be given to the customer. In order to do this, the cashier enters the
amount of money offered by the customer and subtracts the arnount the customer owes.
The cashier then proceeds to count out the amount of change by starting with the largest
denomination of currency and coins available and v:arking toward the smallest.

whenever an authorized office worker needs to give out money from the petty cash

box, the process is similar. Two examples of making change are presented here.

1

Le

The sales manager gives you a receipt for the nriuting of advertising flyers. This
means that he has paid the printers, and he needs to be reimbursed for this
company expense. fhe amount of the receipt is $14.89. The sales manager
should be given one ten-dollzr bill, four one-dollar bills, three quarters, one dime,
and four pennies. (S10 plus S4 plus 5.75 plus S.10 plus S.04 equals $14.89.)

The following form may be helpful:

Change Needed | $20 | $10 ] S5 |$11.25 | 10| 05 | .01
1. $14.69 / 4| 3 4
2. 6.50 [ 1112
5. Q.45 (13171 12
4 al.43 { /AR WA WA
5 /3.5¢ l Ila ¥

The newspaper gir; hrings in today's paper. It is also time to pay for the
monthly subscription. 1he cost of the subscriotion is $6.50. The newspaper girl
should be given one five-dollar bill, one one-dollar bill, and two quarters.

Problems. Fill in the form provided above (lines 3 - 5) with the denominations and coins
that would add up to these amounts: $8.45, $21.43, and $13.54.

Q

ERIC

Aruitoxt provided by Eic:

,,,
EN
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Clerical/Secretarial Supplementary Units

Banking

.Bankinq
Unit Review

Directions. Answer the following questions using the blanks or forms prowvided.

1

Stiudy the bill shown [

here and enter the
data requested

a. The due date is:

"o 118 Malone Ave. sz 0art

‘#atY R0G. | PALS A0S
71017’;35q0
IS IKESTON

SALE S| TAXE

CUUE TR A ST B IEY, Troas 3 53: £l
ACTUAL METER RE
CORRECTS PREVIOU
Y

0

CONSERVE ENER
INDIVIDUALLY

OO0

1 S C

HEATERS - IN

KEEP TH!

3777122055007

a8
ACCOUNT NUMBER TOTAL DUE 15330

Ol-1b

b The minimum payment due is: £/53.30
¢. The account number is: 3227/2 2055007

d. The billing date is:

Prepare a tickler card for the bill

in Question 1

ol- 66

—Pre/mre, check To Union
E/e.-,'ll'm'c

SEE€: u+;/;fy Bills

59
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3. Prepare the check stub and check for the bill in Question 1. Use check Number

" 447'and January 13 as the date.

wol ®7 carn01-13:86}
raveellns &l tric i
ror ledriahy

FORWARD 1”7
ofrosT

Weston Suppllérs Cop.ition

118 Notuns Avorve

SUSTOTAL

i
BAL B20UCHT 4/80./0 :
1
a1 o eweox JRRAT0 4

Jhenien, M0 v

Meno,
“5:026,80!3777220 5500

7
70 Ul LA

4, The following receipt was presented by Ms. Western for a new diskette file.
a. Prepare the petty cash voucher. Use No. 122 and January 13 as the date. .

ERIC

Aruitoxt provided by Eic:
L]

b.

The account number is 3109,

LOWELL'S

01388

noe [ 13 ™m

84T 1 797

1CSH 845

YOUR RECEIFT THANK YOU

Petty Cash Voucher

vo LR oare §l=(3, :r%
10 CA_ sR._‘tS

i

It xclixktﬂ.ﬁ_'gdﬁ-.uaw

Indicate how the change would be prepared.

How many $10s?
$5s5?
$1s?

quarters?
dimes? _8- _
nickels? _H
pennies? _0

b

.

5

ClericaliSecretandl supplementaty Unats

Banking

in today s mail, you receive three checks. Prepare a deposit shp The checks are
for $234.18, $60.59, and $98.33.

otrosIt Ty —

S

Westorn SuppHers Comporation E j

118 Malons Avenve DY

Sixeston, MO 83001 L‘-a& s

— [ em 39 [JOmmnmis

$fim e

COEIET e L e TD) Mo v

Sikeaton County Bank

314 North Rsnoey

Sikeston, MO 83801

am 0 111 L

28
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ClericallSecretarial Supplementary Units
incoming Mail

Incoming Maii
Skill Sheet 1

Directions: Answer the following questions.

The postmark on the envelope 15 October 10. The date on the letter 1s October
10. Would you attach the envelope to the letter? 0 YES ¥ NO

The postmark on the envelope is October 10. A Bill of Sale accompanies the
letter. Would you attach the envelope to the letter? T YES ¥ NO

The typist does not type the signer's name, but the signer signs the letter
anyway. Would you attach the envelope to the letter? ;K YES O NO

The writer types the letter on plain paper and forgets to type the home
address. Would you attach the envelope-to the letter? ﬁ YES O NO

The sender forgets to send the enclosure. Would you attach the envelope to
the letter? & YES O NO

. The sender forgets to sign the letter which is dated October 10. The envelope

is postmarked October 17. Would you attach the envelope to the letter?
A YES O NO

The sender includes a Lease Agreement with the letter typed on plain paper.
The sender’s name is not typed on the letter. Would you attach the envelope
to the letter? % YES T NO

The letter mentions a shipment to be sent. Would you register the letter?
W YES T NO

The correspondence is a telegram. Would you register the telegram?
AVYES O NO

The raemo mentions an attached report, but the report is not in the manila
envelope. Would you register the correspondence? Y YES O NO

The package is sent by Insured Mail. Would you register the package?

[ X YES

O NO

">
T imab

‘%

Clerical/Secretarial Supplementary Units
Incoming mail

lnc.oming Mail
Unit Review

Directions: Circle the best answer for questions 1 through 5,

1 Which example shows the correct way to oper, uusiness correspondence?

2. An example of a mailing notation is.
“Registered"”
D “Postmark” .
¢ "Return Address”

3 The enclosure notation is typed in this location:
3. between the date and address
below the reference initials
€ in .he upper left corner of the envelope

4. Small enclosures are attached to correspondence
by clippiny them to the front of the letter

b. by stapling them to the bottom of the letter
¢. by stapling them to the back of the letter

U

Which of the following examples does NOT need to be noted in a mail register?
a letter sent by Firet-"iass Mail

D. a letter sent by Lisured Mail

€. a letter which indicated that a catalog was being sent

d 2 letter which indicated an enclosure but the er.closure was not found

6 List two examples of incoming mail that would be placed in a.foider iabeled
“Correspondence.”

a. _letters —
b _mewmbs -
_bhdls

63
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Clerical/Secretarial Supplementary Units

outgoing Mail

outgoing Mail
Skill Sheet 1

Directions: After studying the different types of envelopes shown here, answer tha practice
problems that follow. .

1. General correspondence is M imriom
usually mailed in No. 10 et
Envelopes. -
2. Use manila envelopes for
correspondence which should v

not be folded.

‘/?b" (L ,"
i

5. Window envelopes may be used
with general corres_pondence.
statements, or business forms.

4, No. 6% envelopes may be used
with paper which is less than 6%
inches across. General

correspondence may also be |
sent in these envelepes. l
BULK RATE
S. “Advertising mail” is mailed in US POSTAGE
envelopes which have been . PAlL
imprinted with the bulk rate Lompany's Hame
emblem. Pernit Ho.

ERIC

Aruitoxt provided by Eic:

Directions: Write the correct letter in the space provided. The answers may be used more
than once. Some questicns may have more than one answer.

_.B_ 1. A fetter and 20-page report A. No. 10 envelope
should be mailed in this
envelope. B. manilla envelope

/4, € D 2. Aletter typed on 8"x11%"
stationery would be mailed in
this envelope.

—E__ 3. advertising Iiterature mailed to
) 300 customers E. bulk rate envelope

A, L, D) 4. monthly statements sent out by

a florist’s shop

A.,_Q. S. A purchase order
B s

. A 5"x 7" photograph

C. window envelope

D. No. 6% envelope

A9} Jamsuy - sjiun Asejusawajddns Ielie}al129s/1e33l15




ClericalSecretarial Supplementary Units

outgoing Mail

ou:going Mail
Skill Sheet 2

Directions: After studying a postage scale and the postal chart shown here, circle the bet
response for the practice problems below. (You will need postage sales to answer questions

1, 3. and 5)

Problems:

1. What is the weight of a No. 10
envelope and five sheets of
paper?

(@ nat more than one ounce
b. between one and two ounces
¢. not more than three ounces

2, What is the correct postage for
the envelope described and
its contents?
so.22
b. 50.39
¢. 50.56

3 what is the weight of a 9"x 12"
manila envelope and six sheets
of paper?

3 not mora than one ounce
() between one and two ounces
¢ between two and three
ounces

First-Class Rates® for Pieces
Not Exceeding Ounces Indicated

1 ounce $0.22
2 ounces 0.39
3 ounces 0.56
P 001 1] 3 o - JO— 0.73
5 ounces 0.90
6 ounces 1.07
7 ounces 1.24

4. What is the correct postage for
the envelope describe and its
contents?

$0.39
. SO 56
¢ 50.73

5. What is the weight of a 9"x 12"
manila envelope and 20 sheets
of paper?

a. not more than one ounce
b. between one and two ounces
¢. between two and three
gunces

(d)between three and four
ounces

6. What 1s the correct postage for
the envelope described and its
contents?

a. 50,22
b. $0.39
¢ S0.56

$0.73

*The first ounce costs 22 cents. Each additional ounce costs 17 additionai cents. For Dieces
over 12 ounces, sze postal brochures on First-Class Zone Rated (Prior:z Mail rates,
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Aruitoxt provided by Eic:

Directions: Locate the Zip Codes for the following addresses of branch offices of the Adams

¢ ration.

1. Adams Corporation
79 Westerly Avenue
Bethel, ME .Q¥Q!7

2. Adams Corporation
19 Adams Boulevard
Barker, TX

3. Adams Corporation‘
2702 Braemore Road
Coiumbia, MO

4, Adams Corporation
4710 Whitney Drive
Fayetteville, NC

ClericalSecretarial Supplementary Uruts

Outgoing Mail
Skill Sheet 3

8. Adams Corporation

outgoing Mail

5. Adams Corporation
147 North Main Street
Sioux Falls, SD X210 2.

6. Adams Corporation
707 Market Street

st. Louis, MO 6. 370(

7. Adams Corporation
302 North Linn Street,
Garden City, Rl Q2 R0

270 East Parker Road
sSunnyside, WA

32
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outgoing Mail

Ou.tgoing lylail
Unit Review

Directions: Circle the letter showing the best answer for each questicn.

1. An invoice should NOT be maiied in this kind of envelope.
a. No. 10 envelope
b. manla envelope
¢. window envelope
bulkk rate envelope

2. Bulk mail is an example of:
a. First-Class Mail
b  Second-Class Mail
Cg) Third-Class Mai!
. Fourth-Class Mail

3. Anencl” .are notation I1s your clue for:
a. affixing extra postage

(® attaching enclosures to the correspondence
¢ photocopying an extra copy
4 Use a z1p code directory to find zip §odes for the following cities
a. Sweet Water, IL 62637
b. Box Number 5001, Portland, ME _Q%(0O[
¢ Hatton, VA AYSHO
S. Correctly fold the lettes 9n the r.ext page and insert 1t into a No 1C envelope
b. Weigh a No 10 envelope and four sheets of paper. Ansvrer the following
questions
a What is the total weight in ounces? AJ thau one ounce
b. How much First:Class Mail postage would be affixed to the envelope? QR_}?-‘
7 Draw a line from the name of the equipment to its correct picture
3 meter labei
b mailng label @
¢ stamp dispenser:
¢ rubber stamp——1
e m0|stener
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Mountain Plains Chemicals, Inc.
334 Jefferson Street
Reeds Spring, MO 65737

August 22, 1986

Mrs. Jennifere Collins
123 Wendle Lane
Reed Springs, MO 65737

Dear Mrs. Collins:

Your request for a charge account at Mountain Plains Chemicals,
inc., is very much appreciated.

Your request is bein? reviewed. However, we need your help.
Please supply the following:

Application was incorpiete. Please supply the data
indicated.

Application was incomplete. Please Sign tne application
as indicated.

Please provide the names and addresses of two references.

Your application will be processed as quickly as possible. In the
meantime, Mrs. Collins, you may de interested in our end-of-the-
month specials on supplies for your swimming pool. In addition,
brin3 this letter with you between the 25th and the 30th of this
month for a 10 percent discount.

Sincerely,
Fold the correspondence arid 2 = l I\ \
insert it into the No 10 —_— l
envelope following the example | | = cois m&
shown here =. the top thirg. \)
Place the FOI0 Up the Turn letter
letterona  bottom thirg. Sideways
f1at surface
Insert fetter
nto
envelope,

Ad) J9sSUY - SHIUN Adejudwuajddns jerielasdas/|edasd
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You have pianned your workday as illustrated by the sampie calendar shown here.

Dally Catendar March 10

A00_Cherk gask calandar for a0y oc'vepes that peed o.be made
815
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Questions:

1. What tasks are performed by this person each day? _dd.imiﬁ,_apmlng_

i
r it

Which tasks require the most attention and energy? rcluse

: _ix;zr.esmé_pu__
_L%EMWMMM@JM&_

ClericaliSecretarial Supplementary Units
Decision Making and Organizing work

Decision Makmg and Organizing Work
Skili Sheet 2

Directions: Reread the job description given on Skili Sheet 1. Solve the cases given below
using the Five-Step Approach.

Case A: You receive 3 telephone request for a video taping session this afternoon at 2.
The technician is attending a training seminar and will not be back untit 3:30.

Problem:

Facts. The_sdudin _ﬁﬁu'xpmﬁn‘.t is a!miz set up The fechnician”is the anly one
authorized Yo use Hy pzbu‘lpme .
L fer An dape dhe sosqion y

Alternatives:
cesf a different Hme
" Solution: est a_different +ime
How the Solution will Be

Implemented (‘nmnn(& +he mller‘&lﬂLMMLthﬂf_bv_hmmgk_
Saying the coller Hme and offort.

Case B: Your supervisor is away for two days for an out-of-town meeting. You freceive a
“rush” request for a film which costs $185.

ulnur.SclﬂC

Problem. ] : imi ! S
a tsurdna.sp order wﬂ-ho(d‘ prior aDDm;lnl

d m buv+ke-€‘|

Best Solution: _&mm*m“mm_& r.’%

How the Solution WI" Be
implemented S

ordered on g reychal hasl.s

A9 Jomsuy - sun Aderuswaiddns jeiae3al29s/iedtaad




‘Clerical/Secretarial Supplenentary Units
h ) , Decimion Making and Organizing “ork

Ansver Key
Decision Making and Orgenizing Work
Skil)l Sheet 3
Caze Ar (Ansvers will vary.)
Problen: Hov do you fit the request into the echedule?
This ims & "can wvait" task.

You estimate that the time required will be
betveen 1 to 2 hours.

Facts:

Alteraatives: Block out 30 minutes on your calendar over the
next three days to vork on inventory.

Skip some of the daily items to get this project
over with.

Best Solution: Firat alternative (Bleck out 30 minutes...)

Implement: Write in the project on your desk calendar.

Priority: 4

Coge B: (Ansvexrs will vary.)

Problem: Which request should be taken care of first.

The telephone call should be made right avay since
the taping Bsession is scheduled for tomorrow
morning; it is a "1" priority.

The computer run can bp done later while you are
doing aome other taek, such as updating the
conmputer listings; it is a "2" priority.

Facts:

Alternatives: Make the call first.
Print the run first,

Beat Solution: HMake the call first,
Hake the call,

Print the run vhile you are working or ine daily
item of updating the computer liastings.

Implement:

Priority of Rescheduling the Toping Seassion: 1

Priority of Running the Computer Printout: 2

72
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Aruitoxt provided by Eic:
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Clerical/Secretarial Sugplf@ry Units
Necision Making and Organizing Work

Decision Making and O_rganizing work
Unit Review

List two suggestions for being organized.
3. _be Familiar with 4he wprocedures manual /¢. ordanize wockspace
b. be familiar wiidh the work £l [ d plan dhe worlday.
List the categories for prioritizing tasks.

a._rush itemg
b. .prsledts [ ascignnents

c. _daily items ¥
d. _can wiaid items —

List the five problem-solving steps.
a _idewtify the problem
b. Edcnﬁ@u +he -facls

c _idendily alder redive Sofytions

d._selenl “the_best solytion
e Jmpbmmd- 4he Salution

Using the job description from Informaticn Sheet 1 to help you decide if the  ¢©

following tasks are 1, 2, 3, or 4 in priority. Assume today's date is May 14. M
S
L— VACATION MECLE FOR TER TICIIICAL SEYTICIS TAPAXTIINT
—LL_—3 Jene 1, 1904 o July 13, 1988
Y Yoried Septeres
me-)uu!.................._._.:o«v(lhllu
BT I P L s e s na Nicheod Dupree
June I =Jdvet 11 L s c s c e a s et s Sueas Butt
Juee 23 = Junt 19 4 ch e e R o0 POLENCN Byrley

Jely 92 iy 1) cch s s e e s as e s s Locette Pente
.
..... e av e ana JohnLepes

A Jely 16 « Wiy 20

Jely 13 «Jl7 1) e e v st st e e s 0 a s eaa Bolensutie Feeney
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Clerical/Secretarial Supplementary Units

Job Keeping

Job Keepin_g
Introduction

Getting your first clerical/secretarial job will depend upon factors such as educational
preparation, the business skills you have learned, and your interviewing skills. Keeping this
job will depend upon your personal traits, business skills, and ability to maintain relationships
with customers, co-workers, and employers. This unit presents strategies for getting along
with bosses and co-workers as well as providing for advancement into higher positions.

Unit Objective

After completion of this unit, you should be able to summarize your individual strengths
for a job, demonstrate good interpersonal skills, and establish a self-development plan for
advancement.

Specific Objectives

After completion of this unit, you should be able to:

1. Identify business skills and personal traits neesgen for employment.
2. Demonstrate good interpersonal skills.

3. Plan for advancement.

Are You Ready?

Check the statement which is true for you.

| can do the above tasks and |
| am ready to do the
§ Performance Checkilist.

| want to study the information §
! in this unit before doing the :

Performanne Checklist.

TURN TO NEXT PAGE
AND BEGIN

SEE YOUR INSTRUCTOR
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Job Keeping

Terms and Equipment for Job Keeping

Terms
Advancement - preparing for and moving into higher Izvel positions.
Business skills - ability to perform tasks needed in a clerical or secretarial job.

Interpersonal skills - getting along with other people.

Networking - using contacts with other people to advance in your work or to
£ind higher level positions.

Personal traits - personality characteristics.

&
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Job Keeping

B. ldentifying Business Skills Needed for Employment in
Clerical/Secretarial Positions

A survey of newspaper ads showed many business skills which employers were

!ooking for in their new employees. The guidelines below describe skills needed
in many entry-level clerical or secretarial postions.

1. Be able to type.

2. Be able to transcribe
shorthand and/or
machine dictation.

3. Follow office procedures.

Rainey
Company

Procedures
Manual
1986

A R T R

4. Use correct grammar
and spelling.

5. Have courteous
telephone skills.

6. Be able to file.

pavruaty 6¢ 1986

11 Love acd
:‘Q'”‘:en £ :‘;Q;i
springtierds v

pear Mfe Lovet ou the
oy t0 ln(°"h’“ fiscal Pt

we ace T aveend ¢
.
P ger dnvestind o
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cine =0 t
now is Rt d:‘:r\\L a 100980 00 e auen O

fred ¢
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xt Yo nizatd
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7. Perform data entry tasks.

8. Keep accurate records.

9. Perform word
processing tasks.

” P —

- 9
(T’M tedle shown here

uses 11 lines, assuming
the colums are

single spaced.

If the columns tre double
spiced, the tadle would
use 14 lines on & pege,

10. Greet the public.

11. Process business forms.

12. Use an electronic
calculator.

“Hello Mr. and Mrs. Stephens. .
Mr. Hewitt can 4 >

see you now."

ase Order

A 'o.gomumb" $

Purch

Co
SLAND. e
Ot o s 5201

npre BULLLES

sagnas ctfrce ST ____L'_"—‘-'—ﬁ"‘%
Vendor To00 vest prosdvey ‘_’lw'—
et T

srepler
rile roldet

13. Process mail.

14. Proofread.

15. Communicate with
custometrs, co-workers,
and emplovyers.

PROCFREADERS® MARKS

Correction or Change
Varked in Text

If you are m:eres:ed,‘\wc

on the pay_roll

Mutual life of New York
two or ;ore Lines. W‘One
caution

centered over the

Tplums and then typed

6
78
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' 16. Have geod interpersonal
skills.




Clerical/Secretarial Supr'ementary Units

Job Xeeping

C. ldentifying Desirable Personal Traits for Clerical/Secretarial
Employees

Employers often state that employees most often lose their jobs due to
absenteeism, tardiness, and their inability to get along with other workers.

Employers usually look for and keep employees who follow the following
guidelines in their jobs.

1. Be neat. 2. Be accurate. 3. Be friendly.

_ e "Hello, may I help you?"

1
_3-86
DATE .3—7———'. ! Siet]
YEEA . !
PA N N ,ﬂ!ﬂi ] Pey to the
¢OR ke 1 paylote
MOUNT P cerd
' =
BROUGHT 24 1on County 8
BAL DR "o .28 '\ sraonce e
DEPOSIT """ | giaston MO
]
UBTOTAL ——72"30™— | pemo
im. of oneck L8t — 1

CARRIED ___LLZ-!;_
akéa CrARD 128 !

4. Be tactful. 5. Be energetic.

Oaily Calondar




——,-_-'-—mz.__—“

7. Be relizble.

“Rermurss 110 1o wotk on the
Wilson project next week.”™

R, Be stable.

9. Use a pleasant
telephone voice.

“"Good moming, Mary Bailey
speaking."

10. Foilow instruct.ons
carefully and
accurately.

11. Be able to work alone
without supervision.

12. Maintain a positive,
cheerful attitude.

13. Be on time. Follcw th
procedures of your office
if an ernergency arises and
you must £2 late.

“Mr. Bradford is vut of the
office this week; may I take a
message?"

“Gocd morning,
Mrs. Sanders.

14, Avoid excessive
absenteelsm.

15. Maintain a good
appearance.

J

WHILE YOU WERE OUT

T0: Mlﬁb

To:Jif DATE: .Z,@"—.._ nnz:ﬁio_
OATE: £ w._Joarn.
D Pease recors OF D Tekephoned

] [Jwaotapa <) Returmed your at

O e of e Al Bradiey

weetl g Barnts office quﬁ['(

Y| noe S5H-7345

L~

wot| e _Lhone ASAP

- DO SKILL SHEET 1
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Job Keeping
Skill Sheet 1

What Skills are Required for Empioyment?

A survey of Help Wanted Ads from the February 2, 1986, editions of the St. Louis Post
Dispatch, vyields some important information. The ads revealed chat employers seek
employees who possess office knowledge and skills. Further, the ads reveal that employers
seek employees who possess desirahle personal traits. .

The ads in the survey included entry-level clerical and secretarial positions. The skilis, listed
in random order, included the following:

1. typing 10. word processing

2. shorthand 11. transcribing

3. office procedures 12. greeting puolic

4. spelling 13. processing business forms
5. grammar 14. calculator

6. telephone skills 15. processing mail

7. filing 16. proofreading

8. data entry 17. interpersonal skills

9. record keeping 18. conrmunication skills

Some of the desirable personal traits requested are shown in random order in the following
list.

1. neat 9. well organized

2. accurate 10. self starter

3. friendly 11. reliable

4, tactful 12. stable

5. personable 13. pleasant phor.. voice

6. energetic 14, able to grasp instructions

7. attractive 15. able to work alone, unsupervised
8. mature 16. positive attitude

Why Do Teen-agers Lose Jobs?

This question is answered in the March 1984 edition of Tomorrow's Business Leader.
Employees think they lose joks becausa they lacked experience or training. Employers,
however, indicate that teen-agers lose jobs primarily because of absenteeism, tardiness,
and inability to get along with other workers.

82
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Activities

Li** the business skills you have mastered.

© oo N Uk NN =S

LN
o

List several personal traits you feel best describe vou. (You may be able to chink of other
traits in addition to the ones listed above.)

0 N Ok N S

83
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Guidelines for Planning for Advancement

Wetworking means using the knowledge of acquainiances to help you to get a

Clerical/Secretarial Supplementary Units

Jjob Keeping

job or to advance from one job to the next. An example of networking would
be to apply for a position that a friend of your family told you about. The
following guidelines will help you establish a good network and plan for

1. ldentify possible members of
your netwerk. These can inciude
teachers, friends, employers, and
other contacts in the business
world.

2. Maintain a good reputation. If a
member of ycur network knows
of a position for which you are
qualified, he or she will be
anxicus to tell you about it and
to serve as a reference.

CAUTION: It would be a
mistake to have someonr2
recommend a friend for a

job just because he or she is a
friend. if the friend Jdoes not
do well on the job, the
network membei’'s reputation
with the employer will be
darmaged.

-advancement-inte-higher-level-positions:

“There'r an
opening in the
sales department here.
I know you'd be well
qualisied for it!"




3. Keep your network operating.
Keep in touch with the members
of your network.

4. Keep adding members t2 your
networking list. You must take
the initiative in introducing
yourself to people who can help
you advance to other positions

“Since Techno is opening the new branch demtown,I'd

: like to see what I could do there in the bookkeeping
5. Inform supervisors that you are depariment

interested in advancement.




ClericaliSecretarial Surslementary Units

Job Keeping

6. Improve your present business
skills and develop new ones.
Take advantage of training
programs and/or special classes
offered through your business.

7. Develop a plan of goals and
objectives which will help you
advance.

©

DO SKILL SHEETS 2 AND 3
DO ACTIVITY SHEET 1

86
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Job Keeping
Skill Sheet 2

For the purnoses of this activity sheet, networking means using the knowledge of
acquaintances to help in getting a job or to advance from one job to the next. An example
of networking is applying for a position that a merr..er of ycur family told you about. In
addition to family members, your network can include teachers, friends, employers, and
other contacts in industry.

A very important part of the structure of networking is reputation. If a member of your
network knows of a position for which you are qualified, he or she will be anxious to tell
you about the position and will be happy to serve as a reference. It would k& an error to
recommend a frienu for a position just because he or she is a friend. If the friend does
not do well on the job, the network met. wer’s reputation with the employer wiil be darnaged.

Another important thing to remember about networking is to keep the network operating.
Keep in touch with members of your network. For example, teachers or placement personnel
often learn of vacancies throughout the year, not just in April - July when many graduates
are looking for initia! employment. These important people in cur networks should be
infcrmed as to whether graduates are stif! looking for positions or whether graduates are
looking for advancement. The same advice applies to present supervisors. Don't forget to
let them know that you are interested in advancements.

Finally, it s important to keep adding members to your networking list. You must take
the initiative in introducing yourself to people who can help you advance to other posi.ions.

Activities

1. List the persons in your present network.

® a0 T o

37
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2. List the ways you plan to keep your network members informed ahout your
employment status.

a.
b.

3. Case Study
You work in the nail room of a large corporation. You would like to be
promoted to a pcsition in the shipping/receiving department. Discuss the steps
you would take to add a new member to your network who could help you
obtain the promotion.

88
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Job Keeping
Skill Sheet 3

Setting goadls heips students maintain a positive attitude throughout their school vears.
When we remember that we want to get an entry-level clerical/secretarial job after
graduation, this keeps us motivated.

In order tc reach goals, students should set objectives. Objectives are steps whict: are taken
to reach goals. Examples of objectives are to use effective telephone techniques, to prepa:e
a resume, and co compose a letter of application.

The following paranraph from the 1984-85 Occupational Qutiook Handbook defines the
job entitled “Order Clerk.”

Process orders for material or merchandise from customers or
establishment employees. Inform customers of receipt or orders, prices,
shipping dates, delays, or additional information needed on the ordzrs.
tAay route orders to departments for filling and follow up on orders to
insure prumpt delivery. May be designated according to method of
receiving orders, such as Mail-Order Clerk or Telephone-Order Clerk; or
according to type of order handled, such as Back-Order Clerk.

An appropriate goal could be written as follows: To abtain the position of Orde. Clerk.
Some appropriate objectives might include tha following statements.

| will be able to:

(a) proofread business forms for missing details,

(h) operate an electronic calculator,

{©) make outgoing telephone calls,

(d fill out a routing slip, and

(e) compare business forms witt. incoming deliveries.

It is important to remember to set new goals. Getting that first job is not the end of goals.
Advancing to jobs which have more resgonsibilities and better salaries is important in keeg.ng
a positive outlook on life.

89
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Activities

1. Write a goal statement for a position(s) for which you are training.

2. Write three objectives for the position(s) ir: Ques“ion 1.

o T o

3. Compare the following job definitions from the 1984-85 Occupational Outiook
Handbook. Underline tho new skills in the advanced position. Then write a goal
and three objectives for the advanced position.

File Clerk Clerical Supervisors, Office or Plant

File correspondence, cards, invoices, Supervise and coordinate activities of

receipts, and other records in workers engaged chiefly in one type of
alphabetical or numerical order, or clerical function such as typing, filing, G
according to the filing system used. bookkeeping, tabulating data, etc. May

Locate and remove material from file assume responsibility for completion of

when requested. May be required to work assignments by clerical force being

classitv and file new material. supervised and for the accuracy of

completea assignments.

Write a goal.

List three objectives.

a.

90
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Job Keeping
Activity Sheet 1

The ability to attract people to you is achieved by good interpersonal skills. The skills involve
a positive selfimage, good personality traits, and a neat physical appearance While a
comprehensive discussion of interpersonal skills can fill several books, the next three
paragraphs are presented to help you in the role-playing activities that follow.

Devnloping a Postive Self-image

Throughout our lives we see people we want to pattern our behavior after. For example,
we might think to ourselves: “Gee, | wish | could type as fast as what’s her name.” A negative
selfimage can lead to feelings of jealously or cause us te just accept whatever life brings
our way. A pos.tive self-image helps us remember that we are worthy individuals and to
try to make the best of what we have. We aiso need to believe that most people are
trustworthy and will accept us as we are.

Developing Cood Personality Traits

Personality traits can be thought of as good habite For example, teenagers become relizbie
by practicing beirg on time for classes and by .aving their homework ready for class.
Undesirable traits turn people oft and cause them to not want to have anything to do
with us. Examples of undesirable traits include always complaining about something, *
sloppiness, and constantly making excuses.

Meintaining A Desirable Physical Appearance

An attractive outward appearance c¢apends on feeling good inside as well as looking good
on the outside. ‘when we feel good about ourselves, we usuallv stand or sit erect with our
heads up. Goud posture, in tun, makes our body work better, and we feel better. Thererore,
we can get moie work dcne. People think we are more energetic and friendly. When we
look good on the outside, that makes us feel better and gives us confidence in meeting
and working with others.

a1
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Rcle-playing Activities

Situation 1: -

You have to stop on your way to work this morning to have air put into your left front
tire. You arrive at work later tha., normal and have to drive around a few extra minutes
to find a parking spot. So you arrive on your floor of the office building realizing that you
arv late for work. You rush into the office pausing only to say, “"Excuse me,” to two people
standing in your way. You piop into your chair, exhale, and look up to see your supervisor
standing there with the new employee for your department. You suddenly realize that
you went past them without a greeting (such as, good morning), without saying the
supervisor's name (Mrs. Ford), and without your usual smile. You feel a great discance opening
up between you and your supervisor. How can you regain a “comfortable” feeling?

Situation 2:

You work in the billing department now. However, you have been taking night courses in
word processing. During your afternoon break yesterday, you finally got up enough courage
to make the acquaintance of Sally who works in word processing. Sally calls today and invites
you to walk to a local restaurant for lunch. It is warm outside. You are keeping your blazer
on today since you didn’t have time to press your blouse. You make some excuse about
not feeling well and decline Sally’s offer. After you hang up, you wonder whether Sally will
call again since you rejected her offer. If you could relive these past two minutes, would
you accept the offer?

cituation 3:

Peggy’s desk is across from yours. Peggy has recently developed a new habit that annoys
you. You have tried to stop speaking to her hoping that she would take the hint. She thinks
you are just being m~an to her. You both like your jobs very much and both want to stay
in the department. How can you begin to let Peggy know how you feel?

32
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Job I_(eeping_Skills
Unit REVIeW

Directions: Provide answers fo the following questions.

1. Indicate whether the following terms are (8) business skills or (P) personal traits
by writing the correct letter in each blank.

dependability
typing rate of 50 wpm
spell medical terms
transcribe medical reports __
sensitivity

insincere piaise

TP O0 T

2. Indicate whether the follcwiny concepts are positive (attracting interpersonal
.actors or negative {repulsing) interpersonal factors by circling the correct
letter.

trusting others

Iosing one’s temper
talking too loudly
breaking promises
suggesting alternatives
embarrassing others

WU UVOVOUTT
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3. What is networking?

4. Choose one of the following ads. Write a goal and three objectives.

f
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Student

Clerical/Secretarial Supplementary Units

JOb Keering

Job Keeping
Performance Checklist

has successfully performed the following steps 3r procedure.

]Yes] No comments

I Job Keeping Skills

1. Identified business skills needed for employment

2. Demonstrated desirable pers~nal traits ror

clericallsecretarial employe.

neat

accurate

friendly

tactful

energetic

well-organized

reliable

stable

pleasant telephone voice

followed instructions carefully and accurately

worked without supervision

positive, cheerful attitude

punctual

seldom absent

good work appearance

3. Planned for advancement:

identiried possible inembers of a personal network

contacted network member(s)

developed a pl.n to improve business skills

developed a plan of goals and objectives

Satisractory - Should Move On O
Repeat This Unit O

Student Signature/Date

Instructor Signature/Date

@D
a
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Proofreading

) Proofreading
introduction |

The ability to proofread well is not acquired through luck. To be a good proofreader,
you must have some general business and English knowledge. This includes knowing parts
of business letters and reports, sentence structure, punctuation, capitalization, spelling,
and use of numbers.

This may seem like a lot to learn but if you study a part at a time, you will be surprised
how quickly you can understand what to look for when proofreading.

This unit will show you the most common proofreaders’ marks to use, and it will look
at punctuation, spacing rules, and procedures for proofreading copy.

Unit Objective

After completion of this unit, you should be able to recognize and use proofreaders’ marks.

Specific Objectives

After completion of this unit, you should be able to:

1. Understand common proofreaders’ marks.

2. ldentify spacing before and after certain special keys.
3. Proofread numeric copy.

4. Proofread business letters.

Are You Ready?

Check the statement which is true for you.

0

| can do the above tasks and | | want to study the information
am ready to do the § E in this unit before doing the '
Performance Checklist. | § Performance Checklist.

SEE YOUR INSTRUCTOR { | TURN TO MEXT PAGE
i § AND BEGIN
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Terms ana Equipment for Proofreading

Terms

Numeric copy - material containing numbers

Proofreading copy - checking materials for typos and other errors
Proofreaders’ marks - symbols showing changes to be made in typed copy
Reference manual - book containing rules for punctuation, capitalization, word
usage, word division, letter styles, grammar, number usage, forms of addresses,
abbreviations, etc.

Typos - errors in keyboarding such as transposed (switched) letters, omitted
letters, or extra letters

Equipment

Dictionary Reference Manual Word Book




Proofreaders’ Marks

Means Example
Delete Keyss?‘ fce
Lower case going Z‘/o town
Capitalize Mr. garter |
Insert Proc;f'reading;rslecessary
Insert punctuation We will, howeveg&be
Move circled material ?
to indicated point Outline¥or jot dowr@
Transpose X
Close up-no space ;?r?:f}ead
Leave space afexcellent

Make a paragraph here end of paragraphq.'New one

Run in-no paragraph the support team:
They

et
Retain materials proofreading-is;r‘lecessary
Move to the left [ soon will be
Move to the right how o}ten will they

Spell out in full

Double space Proofreading is necessary

33 for clear and effective
Single space Proofreading is necessary
$” for clear and effective
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Proofreading

B. Unhderstanding Proofreaders' Marks
Typed materials must be proofread or checked for typos and other €r-ors.
Proofreaders’ marks are used to show where corrections and changes should be

made.
1.
___.}" delete, take out this material
This &e@ material is This material is about
about to be revised. to be revised.
2.
[.¢. or ! lower case, do not capitalize
The club P’rel's?'dent was The club president was
absent. absent.
3.
—_ capitalize, use capital letter
”‘ here
Give your report to jim Wilson Give your report to Jim Wilson
by Tuesday. = by Tuesday.
4.
A\ insert, add material here
office
The,\manager needs our report as The office manager needs our
soon as possible. report as soon as possible.

5 100




i

paragraph, start a new paragraph here

We will meet at 7:15 in
Room 209%All executives and office
staff should bring their reports.

We will meet at 7:15 in Room 209.
All executives and office staff
should bring their reports.

N\
~—

close up, leave no space between these

He will finish with in
the allotted time.

He will finish within the
allotted time.

—

move left, move this material
to the left

T In reference to the preceeding
report, the following data should be
added.

In reference to the preceeding
report, the following data should be
added.

AN

insert punctuation, put this
punctuation mark here

We have finished our progress
report Bob is drawing the necessary

dlagramsA

We have finished our progress
report. Bob is drawing the necessary
diagrams.

o

move, take this material to where
the arrow is

It is ‘f@;@m take

some positive actiun.

It is necessary therefore to take
some positive action.
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N

transpose, reverse the order of
these letters Gi- words

| did not vet redifve the shipment
of computer paper which W&SW

week.

| did not yet receive the shipment

of computer paper wh.ch was ordered last

week.

M.

Stet

retain materials, do not change
this material

Please complete the enclosed
form and return it to me by
September. 7. Stet

Please complete the enclosed
form and return it to me by
September 17.

12.

—

run in, no paragraph, do not start
new paragraph here

We will be providing inservice
sessions later.—>
<—-The person in charge is Bill Smith.

We will be providing inservice
sessions later. The person in charge
is Bill Smith.

13.

space, insert a space here

Mr. Bob Johnson,is on vacation this
week, but he ma /pe in the office
on Friday.

Mr. Bob Johnson is on vacation this
week, but he may be in the office
. on Friday.

14.

— 1

move to the right, move tI's
material to the right

Havirg received the weekly sales
reports, we are preparing a

composite analysis of sales.

Having received the weekly
sales repcrts, we are preparing

a composite analysis of sales.

PO 7
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15.

O

spell out in full, do not abbreviate

These booklets shouild be mailed to
each doctor in Newton, 10))

These booklets should be mailed to
each doctor in Newton, Missouri.

16.

55

single space, type this single spaced

. The following tasks must be
completed by Friday: schedule
the committee meeting, gather

The following tasks must be
completed by Friday: schedule
the committee meeting, gather

17.

DS

double space, type tnis material
double spaced

% When provided with a list of
prospective customers, we will
computerize a mailing list and print
out the necessary labels.

When provided with a list of
prospective customers, we will
computerize a mailing list and print
out ihe necessary labels.

DO SKILL SHEETS 1 AND 2

AN

103
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Procfreading

Skill Sheet 1

Directions: Match the proofreaders’ marks to their meanings by writing the letter for the
correct meaning in the space next to the proofreaders’ mark.

1. a. delete

2. 57 b. close up

3"\ c. move right

4. \ d. move left
5.7 e move

6. 1 f. reverse (transpose)
____1.C 9. insert (add)
8 O/l' h. run in (Mo paragraph)

Directions: Write the correct proofreaders’ mark in each space provided below.

lower case (do not capitalize)
upper case (capitalizes

insert a space

start a new paragraph

do not change

spell out (do not abbreviate)
single space

double space

N s WWDND S
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Proofreading

SKili Sheet 2

Directions: Type the following story, making all of the changes indicated by the
proofreader’s marks.

HaEEZ Moments Wj_:g; Slg____p_ Andrew

We oﬁ en enjoy time spent with 1ittle children hecause they are so natural.

For example, when Sven Andrew was about three years old, he stayed in the
bathroom for a while Tonger thang usual. (l_jtt]e ones love to play with the
paper in the bathroom.) I thought to myseh: he is just pu]h‘ng paper off A
for on@ﬂl 11 let him pull off pap;z?"r to his heart's des1re -Pne ro!zﬁ-\can t
hurt. :}ut soon he Ic(g/'e into the kitchen. Hebéwon paaa‘“ as that covered

him from shoulders to toes. There seemcd to be quite a bundle inside his

pajamas. “1ook Mommie,". he said. "See maf\cottontaﬂ. I'n}:t; bunnm

3n venéndreﬂ was about@%}?ﬂo, he watched ve qu1ltély one day
¢ as I sh 1ed pecans. this time I “Atfcid nt]y" let one sheé?ed half get
’D c(gi)se t8 him hoping tht u1d p1ck up/1 examine it,"and ask question.

He surprised me.

Wmto his mouth.began cheyﬂng before I had cleaned the
hully b?atter between the ridges. Qu1fyﬁ_y he spﬂ:w morsJexc]ammg,
" V(:ﬁf; mommie, theres a skunk in my mouth!" 4)When Sven:és in theﬁgn‘st
,G'rade, he brought home a pafgmet about plants. sven had not read through

}Qntn‘e }%mph1et I was reading it ovth and sa1d "Sven/ﬂt says here that
if you put a sweet potato in water, you get 10[5 of leaves." I read a
1ittle farther. "Svenu, 1t§ag?ys here that(ﬂyou put a p1neapp'li’1n water,
it. ,"*"Don 't tell ﬁef b?e sa1dA1nd1cat1ng by his tone that )?e didn't want
to be disturbed further f@ﬁn his tobq. ';_y_/_ou get a pine treeo

1105
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C. Guidelines for Spacing and Special Keys

When preparing business correspondence and other typed materials, it is
important to know how to type special symbols and what spacing is needed for
them. Here are some spacing guidelines for frequently used punctuation marks

and symbols.

. Colon

Leave 2 spaces after a colon.

. Period

Leave 2 spaces after every
period (or other end of sentence
punctuation such as question
marks or exclamation points).

. Comma

Leave one space after every
comma (except when it is used
in numbers).

. Hyphen

Do not space before or after a
hyphen used to divide a word.

. Dash --

Do not leave a space before or
after a dash.

. Quotation marks *

Surround the material being
guoted with quotation marks.

We need to order the following
supplies: white bond paper, letterhead,
and envelopes.

The meeting will start at 5 o’clock. We
will adjourn at 10 p.m.

Our president, Mr. Jameson, has asked me
to send you an application form.

We are sponsoring a two-day meeting.

We will be there-unless the conference
runs late.

His comment was, “Of course, we will still
have the meeting.”

13 106




10.

1.

12.

Percent %
Do not space between a number
and a percent sign.

. Dollar sign S

Cent sign ¢

Do not space between a dollar
sign or cent sign and the
number.

. Telephone numbers

These may be typed with
parentheses or hyphens.

pound symboi
Do not space hetween the
pound symbol and the number.

Number nr No.

Numbers tic/ be indicated with
a$or abbreviated as No. and
followed by one space.

Decimal point .
Do not space between a decimal
point and the number.

SKILL SKEET 3

There will be a 5% increase in shipping and
handling charges.

A fee of $25.50 will need to be collected.

1(918) 5551212 or  1-918-555-1212

163 bond paper

#72 or No. 72

$14.25
8.36
79

107
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Proofreading

Skill Sheet 3

Directions: Use proofreaders’ marks to show the correct usage andfor spacing before and
after the special keys used in the following sentences. If a sentence is correct, place a “"C”
in the answer blank provided. Check your work with the answer key. Then, type all the
sentences in correct form on a sheet of paper.

Hyohens
1. Most calls should be placed on a station - to - station basis. -

2. Each is staffed by factory -trained people who know our calculators.
3. Each letter will include a two- to three-page brochure. -

Telephone Numbers
4. If you have a question about our product, call us at 1 800 222-1000. -
‘ 5. Her telephone number is 307-989-2301. -

Monhey
6. Enclosed is our check for $776. in payment of your fee. -
7. The price will increase from 30 cents to 42 cents. -
8. The prices ranged from $ .95 to $1.09 per ounce. -

Quotations
9. He said, “That is all”. -
10. The assignment was to read the chapter entitled™ Sxin Care.” -

108
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Percent ’
11. We pride ourselves on helping our clients cut costs by 40 percent.
1980 1985 Percent of
county Census census Increase
Bloomfield 200,000 250,000 25% -
Appleton 100,000 110,000 10 -
Sweeton 300,000 300,000 0 -

Nuimber and Symbol Sign

13. Unit
Quantity Description Price Total
8 reams 20 bond paper 2.25 18.00 -
6 reams 16 ditto paper 1.25 7.50 -

14. Qur model No. 118 delivers up to 150 copiges per minute. -

109 @®
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D. Guidelines for Proofreading Numeric Copy

If you make an error involving a misspelled word, you can usually understand
the meaning anyway. However, a mistake in numeric copy can change the
entire value of the material. The following guidelines can help you check
numeric copy.

1. Check eacih number carefully, digit

by digit. 57.48
62.36
59.40 57.48

62.36
59.40

)

2. Read long numbers in groups of two
and three. 2

For example,

"'2876497283" could be 1ead as 28"
“764” “97" 283"

3. Lay a ruler on the original copy to
guide yourself as you proofread each

line.

1985 Percent Of 1885 Percent of
Cansus increass Cantus increase
250,000 25% 250,000 25%
440,000 107 440,000 107
300,000 0% 200,000 ne,

e unit
ce Total Price
25 1800 225
.25 7.50 125
1:0
i
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|

4. Make sure columns of numbers 273! &
line up evenly on the right. 897.406 |
3,870!

25, 33, 751,

5. Having a coworker read numbers
aloud as you silently proofread your
final copy is a good way to check
numeric copy.

6. Verify computations.

{_—~ Aj
Common Errors in Numeric Copy:

Misplaced decimal points §25.38 §25.38
For example, ' 43822 4g§g ‘
98.6 should be 9 21.49 91.49

Misaligned numbers ' ' 986 986
For example, the decimal in 73 73
7.3 should be aligned with the 40 40
decimals in the other numbers i

Transposed figures $23.01 $23.01
For example, 42.29 42.29
62.73 should be 62.37 62.73 62.37

57.84 57.84

Wrong numbers $16.11 $16.11
For example, §57.84 §57.83
57.84 should be 57.83 $29.38 $29.38

Wrong symbols ¢59.40 $59.40
For example' 53801 53801
¢59.40 should be $59.40 - S 611 S 6.11

FRICO SKILL SHEET 4 18 111
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Proofreading

Skill Sheet 4

Directions: Below you will find a list of products that appeared in a catalog. A purchase
order has been prepared to request some of t1.. products. Proofread the purchase order
to make sure it has been prepared correctly. Use proofreaders’ marks to correct any errors
that you find on the purchase order.

OFFICE SUPPLY CATALOG

Removable Transparent Tape

B30-591, 1" wide tape $5.75 ea.

B30-590, 3/4” wide tape $4.35 ea.

Book Tape

B30-420,1 142" wide §3.00 ea. $2.90 ea. for 6 or more
‘ B30-421, 2" wide $3.99 ea. $3.89 ea. for 6 or more

Masking Tape

B36-305, 1/4” wide $115ea. $1.10 ea. for 12 or more

B36-307, 14" wide S151ea. $1.45 ea. for 12 or more

PURCHASE ORDER
Quantity Description Unit Price Total
5 B300591 removable transparent 5.75 28.70
tape, 1" wide

6 B40-320 book tape, 1 1/2" wide 29.0 17.40

1 B30-421 book tape, 2" wide 3.99 3.99

12 B36-305 masking tape, 1/8" wide 1.01 13.20
10 B36-307 masking tape, 1/2" wide 1.52 15.20
74.50

112
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E. Using References

References are books which contain useful information. There are many types
of reference manuals. References that are helpful when proofreading include
dictionaries, grammar ar style handbooks, and word books. -

1. A dictionary can be used to check the spelling of words and the way to divide
words. The dictionary can be used to find the meaning of a word to make sure
the word is used correctly. Words are listed in a dictionary in alphabetical order.
NOTE: There are dictionaries for special areas, such as medicine, law, and
enginesring.

A dictionary entry gives such information about a word as:

how the word is spelled

. how the word is divided into syllables

how the word is said (the pronunciation)

. what part of speech the word is (noun, pronoun, adjective, adverb
preposition, conjunction, interjection, etc.)

how to spell tne plural form of the word

where the word comes from (its etymology)

. what the word means (definition)

. what other words have the same meaning (synonyms)

a0 T

SQ o

© @ ®

l l

(13
dif-fi-cul-ty (dif’i kul/tg, -kal-) n.,-pl. -ties [ME. & OFr.
difficulte < L. dificultas < difficilis, difficult < dis-, not +
facilis, easy: see FACILE] 1. the condition or fact of being
difficult 2. something that is difficult, as a hard problem
or an obstacle or objection 3. trouble, distress, etc., or a
cause of this 4. a disagreement or quarrel —in difficulties

in distress, esp. financially

% SYN.—difficulty is applied to anything hard to contend with,
without restriction as to nature, intensity, etc. {a slight dificully,
great difliculty]; hardship, stronger in connotation, suggests suf-
fering, privation, or trouble that is extremely hard to bear [the
hardships of poverty/; rigor suggests severe hardship but further
connotes that it is imposed by external, impersonal circumstances
beyond one's control f‘zhe rigors of winter/; vicissitude, a bookish
word, suggests a difficulty that is likely to occur in the course
of something, often one inherent in a situation [the efcissitudes
of political life] " *

*Webster's New World Dictionary. 1984 ed.
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2. A word book (or quick reference) shows the correct way to spell and divide

words. This reference is shorter and can be used more quickly than a dictionary.

The word book does not have as many words or as much information as 3
dictionary. Words are listed in a word book in alphabetical order.
NOTE: There are word books for special areas, such as medicine and law.

diary di gest 1ble dim ple
di-a tribe di ges tion din-er
di-chot o my i ges tive di-nette
dicta digit din ghy
dic tate d!g ) gal din-gy
dicta tion dig ni-fied dmn ner
dic ta tor dig ni-fy din-ner ware
dic-la torial djg nf-lary di no saur
dic tion . dig ni ty dioc esan
dic tio nar ies di gress di ¢ cese
dic tio nary di~fres sion di ode
dic-tum di-lap i date di ora ma
di dac tic dilap i dated diph the ria
di elec tric di lap i da tion diph-thong
gie sel gi-;a ta tion

iet i late
di etary di la tion
di etet ic dil a tori ness
di-etet-ics dilatory
dif fer di-lem ma
dif fer ence dil et tante
dif fer-ent dil i-gence
dif f2r en tial g!l 1gent
dif-feren ti ate d! }“"’.
dif-fer en tj a tion d!‘ u tion
dif f cult di-men sion
dif fi cul-ties d! min ish 4
dif-fi-cul-ty d! min u-en do
dif fi dence d"m 1 nu-tion
dif-fi-dent Qi tive
dif frac tion d!m Mty
dif fuse dl'm mer
dif fu sion m-ness
di-gest

114
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Q 3. A grammar or style handbook can be used to find rules for grammar and
punctuation and guidelines for writing effectively. To find information in this
type of handbook or manual, you will need to use the table of contents or the
index.

NOGTE: Many different grammar and style handbooks are avaitable. Check
to see which handbook or manual is acceptable for use in your office.

Standard Style Manual
Table of Contents

Chapter One: Punctuation

Quotation Marks
Semicolon . . .

Apostrophe . . . ¢ . ¢t i et e e e e e e e e e e e e e e .1
Brackets . . & & ¢ ¢ ¢« i s b e b e e e e e e e e e e e e .. 2
COLOR v & & o o o o o « o o o s o o o o o s o o o o o o « « 3
COMMA « o o o « o o o o o o o o o o o o o o o o o o o o « o« 4
DASh & & & 4 v 4 o 4 o ¢ 6 o e e e e e e e e e e e e e T
Exclamation Point . . . . ¢ ¢ ¢ ¢ 4 i 4 e it e e e e e e . 9
Hyphen . . . ¢ ¢ ¢ ¢ o v o o 6 6 6 o e e e e e e e e e e e .10
Parentheses . . & & ¢ v o o o ¢ o o o o o o e e o e e e e 12
Period . ¢ ¢ 4 ¢ 4 6 4 4 e e e e e e e e s e e e e e e e . .13
Question Mark . ¢ ¢ & ¢ ¢ ¢ 4 4 4t e e 4 e e e e e e e e . .16

Chapter Two: Capitals, Italics, and Quotation Marks

Beginnings . . . . . . ¢ i i 4 e i et e e e e e e e e e . .20
Propelr NOUNS . + ¢ & ¢ & o o o « o o o o o o o o o o o o & & 22
‘ PronouUns . . ¢« ¢ ¢ ¢ & ¢ o o o 4o s o o o o o o o o o o o 4 4 26
AQJECLIVES & & v v 4 v 4 bt e e e e e e e e e e e e e e . .29
Other Uses of Capitals . . . + ¢ v ¢ ¢ ¢ v v o ¢« « v« o« o o + 32
Other Uses of Ttalics . . « & ¢ ¢ v & 4 ¢ ¢ o o o o« « « « . 34

Chapter Three: Plurals, Possessives, and Compounds

PlUralsS . & & ¢ ¢ ¢ o « o o o o o o o o o o o o o o o « « « 36
POSSESSIVES & & & ¢ v 4 4t e e e e e e e e e e e e e e . .39
ComPoUNAS  « & ¢ ¢ ¢ & o o 4 4 o o o o o o s s e e o 0 o o . 42

Standard Style Manual Comma 4

COMMA

The comma is the most frequently used punctuation in English. It
is most commonly used to separate items in a series and to set
off elements within sentences. Within these +two broad
categories, there are a great many specific uses to which commas
can be put. Most common uses of the comma include:

Between Main Clauses With Compound Modifiers

With Compound Predicates In Quotations, Questions,

With Subordinate Clauses and Indirect Discourse
and Phrases With Omitted Words

With Appositives With Addresses, Dates, and

vith Introductory and Numbers

Ihterrupting Elements With Names, Degrees, Titles
With 'céntrasting Expressions 1In Correspondence
‘ With Items in a Series Other Uses

BETWEEN MAIN CLAUSES
1. A comma separates main clauses joined by a coordinating
conjunction (as and, but, or, nor, and for).

DO SKILL SHEET 5 DO ACTIVITY SHEET 1
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Proofreading

Proofreading

Skill Sheet 5

Directions: For each of the situations described below, tell what type of reference could
be used to find the needed information. Some items may have more than one correct
answer.

Possible answers include:

10.

e dictionary
e word book (quick reference)
e grammaristyle book

. To check the spelling of a word

To find out the correct way to use a comma in a sentence
that lists several items

To find out how to divide a word at the end of a line

To find out what @ word means

To find the correct way to use guotation marks

To find another word with the same meaning

To find out whether a word is an adjective or an adverb

To find out when to use italics

To decide whether to use a dash or a colon

To find how to spell the plural form of a word
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Proofreading

Proofreading
Activity Sheet 1

Directions: Use a dictionary, word book, or grammar/style handbook as indicated to answer
the following questions.

1.

Use a word book (quick reference’ for spelling and word division to find the
correct way to divide these words.

- Example: difficulty  dif-fi-culty

population
eventually
recognizabie
advantageous

Use a word book (quick reference) for spellina and wors division to correct the

spelling of these words.

Example: difikulty  difficulty
expediant
refered
conceed
developement -

Use a dictionary to find the correct way to spell the plurals of these words.
Example: difficulty  difficulties

tomato

mother-in-law

crisis

alumnus

Use a grammari/style handbook to find the information requested.
What is the abbreviation for “trademark’'?

What is the abbreviation for “Master of Education’’?

Are the names of the seasons capitalized?

What is the rule for expressing amounts of money that include mixed amounts
of dollars and cents?

How is the possessive of a broper name ending in “'s” (for example, Jones)
written?

117
27




Clerical/Secretarial Supplementary Units

Froofreading

F. Guidelines for Proofreading Letters

In order to insure that your typed letters are mailable, it is essential that they
be proofread very carefully. Usually this will involve reading each letter three
times, checking for certain tyoes of errors during each reading. The guidelines
below explain each step in the proofreading process.

First Reading - Check the accuracy of all words and numbers. Common errors
include:

o Misspelled words e Omitted letters e Spacings
e Capitalization errors e Transposed (switched) letters o Repeated letters
e Numeric copy
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Aruitoxt provided by Eic:

December (95} 1986

J. Maxwell Jones
ﬁ'ﬂ' Industrial drive
Crossways, M0 = 63092

~
Dear é_'"" VJones--

Your ordf-’ has been shipped viz ynited Parcel Service you should recidve
it ln time for your companys defonstration session scheduled for Janua-
ry 19.

The order was delayed because your original rxu!:-‘ ase order s missplaced.
(we found it filed with the backordersg.rmz regrt because of thsi| error
the inconvenience to you.

the equipment you ordered is noyson sali?or Z(f} off the regular price
efore, you will be billed SU 06.00 1nstél of SdSO.VOO Copies of yo-
ury” purchase order and invdge.

Sincerely; —————r

Doris Vanstone
=

-

kim

Eglosures

119
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Proofreadmg
‘ 2. Second Reading - Check the letter again for errors in grammar. Look for
errors in:
¢ Punctuation b Incomplete sentences
e Grammar * Incorrect word divisions.
Uedwmber lf“‘. 1969
J. Maxwell Jones
Industrial drive
Crossways, HO = 63092
Dear pr. Slones;’,\’"
Your ordf-’ has been shipped yia ynited Parcel Service‘\‘:;ou should recjdve
it in time for your companys deffonstration session schieduled for Janud™
Qry 19. Lheew
The order was delayed because your original gg: ase order,ﬁs’”mi placed,
we found it filed with the backorders\?;ﬁ'we regnt because cf tifsi error
. the incenveni-nce to you. A 3
‘ Lhe equipment you ordered is now, on sal&-or 20:! off the regular price/-,\
‘therefore, you will be billed $°306.00 instéd of $450. 00y Copfes of ye29
Z‘curgpurchase grder and invq’ce}n awclosed v

Sincerel
[ _YI;'\

Doris ¥anstone

—

kim

Egflosures

b=t

D

O
-

31
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Proofreading
3. Third Reading - Check the letter for meaning. Be sure that:
e Qverall tone is positive
e Statements make sense. .
\
Decenber [9@. 1986
W), Haxwell Jones
Industrial drive

Crossways, HO = 63092

Dear ar. gone -{” @

Your ordz-“ has been shipped yia united Parcel Servic i".ou should rechdve

it in time for your companys detionstration session schibduled for Janud™=

%ry 19. )‘L&w

The order was delayed becwuse your original &‘Fgmse orderh miséplaced,
we found it filed with the backorderszfwe regnt because of thsi error
the inconvemence to you.

1he equipment you ordered is now, on sa'l(ft“or 20?} off the regular price/.’\
fore, you will be billed $ 306.00 instc{d of 5450.\90/‘\ Copies of yo~%
yeu purchase order and invqge}’t"ﬂdo&tl
e —

Sincerel -
ere yf‘/,‘

Doris Vanstone
2

———

kin

Egflosures

121 )
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December @Q.

.. Maxwell Jones
Industrial drive
Crossways, M0 ™ 63092
Fa

Dear _x__:nr. vJone:;{’

Your or
it in time for your companys defonstrati
%ry 19.

The order was delayed because your ori
we found it filed with the backorder
the fnconvenience to you

O
df-' has been shipped yia uYnited Parcel Serviceoiou should recfjdve

inal ﬁ:r
i?yfwe reg

Zhe equipment you ordered is n;y\on sa'lg’or 20:% off the regular price A
fore, you will be billed § 306.00 instd
Z‘cur%urchase order and invq‘ce}’t 2wclosed

1986

on session schieduled for Janus™

L

?

because of thsil error

of $450. 00y Copres of ¥o629

Sincerelys
o5

Doris Yanstone

kim

Eklosures

\

e a,)oiorec.': ate the .

o /aor'h;.wi'f fo do business
w}:ﬂg \In;u._‘.j Thank yow
for this order,

!

S
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Proofreading

Proofreading

Skill Sheet 6

Directions: Follow the steps of procedure for proofreading letters as you check this typed
letter against the writer’s original copy. You may wish to use references to aid you in
checking spelling and grammar.

1. During the first reading, use a blue ink pen to place the proofreadars’ marks
in the correct places. Check for:
¢ Spelling and typing errors
o Verify the data and dates

2. During the second reading, add proofreaders’ marks with a Nc. 2 pencil.
Check for:
* Grammar
¢ Punctuation
e Complete sentences

3. During the third reading, add proofreaders’ marks with a black pen. Check to
see that:
e Qverall tone of the letter is positive
e Letter makes sense

12
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Proofreading

Proofreading ®
skill Sheet 6 ‘

Writer's Original Copy

-%WM; 10, 19854

dm‘l’éaép,éo‘/mm,ﬁm ,?dad,a{;;a
Two Driirats Sale @muy-'— ‘

%‘-@?L,MMJMUHM va

A

Wednsod & M S, Thunsdon , Yarch &, Fsdasy, Moorch7,0md Schody
Y g J " Hords §.

Wendwy. Mord, 3 fam- o Lpm.

f Mard 4 Cem. 4o Lpum.

Mardh 5 ) a.m. fo Tom.

2 MNareh 6 lam. bo Fpm.

“Tridas, Murdh 7 [04m. Yo K pom.

Wcﬁ; Marey 8 [0 2.m. o 5/:-01-

Jo Loph Lrnerard Vo Sepine G 2aain .
7 70

N

Sencendy
v J

Znank Hanto O

nelpainsar
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Proofreading

- Proofreading
skill Sheet 6

Typed Letter

February 10, 1896

Dear Customer:
We are pleased to announce that we will be having a sale beginning April 3.

Please give special attnetion to the enclosed map. The sale location wiil be the Colonial
Inn Convention hall at I-55 and Route B, Cape Girardeau, MO.

We will have e large selection of home furnishings, as well as a large selection of sporting
equipment

Enclosed are tickets for our private sale days.

‘ Two Private Sale Days

Mon., March 3 and Tues., March 4

Four Public Sales Days
Wed., March 5; Thurs. March 6, Fri., March 7, & Saturday, March 8

Store Hours

Monday March3 8am. to 8 am.
Tuesday March4 8 am. to 8 p.m.
Wednesday March 5 1C a.m. to 8 p.m.
Thursday March6 10 a.m.to 8 p.m.
Friday March 6 10am. to 8 p.m.
Saturday March8 10am.to5 p.m.

We look forward to seeing you again.

Sincerely,

Frank Hayes

cmr

0 Enclsures

o
,0‘0
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Prgofreadjng
Unit Review

Directions: For each symbol in Column 1, choose the correct definition from Column 2. Write the correct
letter in the spaces provided.

Column 1 Column 2
1. Q A. move to the left
2. | B. leave space
3. )"‘ C. delete
0. (¥ D. spell out in full
5. o % E. insert punctuation
6. /> F. move circled material to indicated point

Directions:  Proofread the following expressions for correct punctuation and symbol usage. If the expressions
are correct, enter a "C” in the space provided. If the expressions are incorrect, place proofreaders’ marks
at the appropriate places.

7. If you are in a hurry, just drop the card in the mail today.
8. Accordingly we have updated the ledgers.
9. Therefore, the tickets were printed yesterday.

10. It has child - proof hinges.

11.  Your ideas increased our sales by 20%.

12.  You will hear a “beep”.

13. Just call our branch at 314 552-1441.

14. For as little as $30.00 a day, you can rent a lodge.

Directions: Place proofreaders’ marks in the following letter.

May 7, 1986

The Office Place

558 Poplar Avenue
Poplar Bluff, MO 63901
Dear Bili,

Please send the foliowing products by UPS.

Quanity Catalog No. Description price Total
6 B18:523 letter-size desk tray 52,50 ea. $15.00
2 B180524 legalsize desk tary $4.25 ea. 8.50

To cover the costs of shipping and handling my check for $25.23 is enclosed.

Sincerly,

JHé?lr6Langford
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Proofreading

Proofreading
Performance Checklist

Student has successfully performed the following steps of procedure.

Proofreading Tasks lYesI NO I comments

Interpreted proofreaders’ marks
Used special keys correctly
Used correct spacing with special keys
Proofread numeric copy by comparing numbers with
original
Proofread numeric copy by checking for:
misplaced decimal points
misaligned numbers
transposed figures
wrong numbers
wrong symbols
Verified computations in numeric copy
Used references appropriately:
used dictionary
used word book
used grammar/style handbook
’ 8. Proofread a letter, checking for:

Ead ) [

[

~|o

misspelled words
capitalization errors
omitted letters
transposed letters
correct spacing
repeated letter
9. Verified data & i dates in letters

10. Checked letter second time for:
grammar
punctuation errors
complete sentences
word divisions

11. Proofread letter third time for:
overall positive tone
meaningful statements

Satisfactory - Should Move On O
Repeat This Unit O

Student Signature/Date Instructor Signature/Date

a1
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Typing Letters

® Typing Letters
introduction

Millions of letters, memos, and other forms of business correspondence are ma'led
each year. An office worker’s ability to produce mailable correspondence rapidly is, therefcre,
a very important skill.

This unit provides information about correcting errors, provides a review of margin
settings, and shows techniques for estimating the length of business letters.

Unit Objectives

After completion of this unit, you should be able to demons .rate skills needed when
producing business letters.

Specific Objectives

G After completion of this unit, you should be able to:
1. Estimate the length of the body of a handwritten letter.
2. Estimate the length of the body of a taped letter.
3. Determine appropriate margin settings.

4. Plan the correction of errors using techniques of cover-up, lift off, and delete.

Are You Ready?

Check the statement which is true for you.

| want to study the information | can do the tasks and |
in this unit before doing the am ready to do the
Performance Checklist. Performance Checklist.
G TURN THE PAGE
AND BEGIN SEE YOUR INSTRUCTOR
— |
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Terms and Equipment for Typing Letters

Terms

Average letter - letter whose body contains a word couiit of between 101 and
300 words

Code key - a key such as "CONTROL"” which must be held down when striking
another key to perform a specific function:

Long letter - letter whose body contains a word count of more than 300 words
(Sometimes a second page of paper is needed.)

Position Indicator - a pointer, lighted bar, or cursor which helps you to know
where you are horizontally on a page

Short letter - letter whose body contains up to 100 standard words

Standard word - a set of five letters, spaces, numbers, or symbols (Word count
in the body of a letter is figured in this manner: All strokes in the paragraph
are counted, added together, then divided by 5.)

Equipment

Cover-Up Tape Lift Off Ribbon

Correction Fluid Correction Tape Lift Off Tape

130
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B. Steps for Estimating the Length of a Letter

Learning to estima*e the length of a letter helps in determining margin settings
and may save retyping/reprinting. Refer to the following letter (Letter A) as you
follow the steps for estimating the length of a handwritten letter.

Letter A
1. Count the number of words in
the first full line of the body of | 17 uttem Ltk
the letter. (Letter A shows nine 106 Dose._Lerele
words in the first line) Cope. & o denes, 20 63701
2. Count the number of lines of Drea 2t Plpsuch
handwriting in the body of the Hesmound 47 armesnd intirsgt siprid or_yous Jonsosy
letter. (Letter A shows nine lines »-%MMMMW
of handwriting.) sbfieuon Litbtno i ploce 00 Hhat” presisualy LbpxeTtad
‘ . . . o2Recrion THol Eonare (hasea Tnid m (3852 B (0453
3. Multiply the words per line times — d
the number of lines. (Letter A |- e Frlbounsy stlironat 1ath axller W soevust oo
shows 9 X 9 or 81 words) - «rZhanMMMMW
vp'zAA;aAVA
4. Since Letter A contains e spontasyepi furr arngy tnson asaiaesst—Hhoin sy Iaset
approximately 81 words, margin tassned g
settings for short letters should o - —
be used. T A _.,_
— rsann Brazze
QZAM‘MW

Margin Settings (NOTE: LM - Left Margin; RM - Right Margin)

Word Count in Body 12 Pitch 10 Pitch
Up to 100 Words (Short) LM25 RM80 LM22 RM67
101 to 300 Words (Average) [ M20 RM85 LM17 RM72
Q 301 or More Words {Long) LM15 RM90 LM12 RM77
132
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Typing Letters
® Typing Letters
Skiil Sheet 1

Directions: Study each letter and answer the questions about it.

1. How many words are shown in the first line of the body of Letter B?

2. How many lines of handwriting are shown in the body of Letter B?

3. Multiply the answers from
questions 1 and 2 to find Letter B
the number of words in
the body of Letter B. Qupust” 5, N¥6

})nnlA qu_vgallu Aemotnichia
321 Seacth Tt hect
Leningdon a0 9067

4. Margin settings to be used
for Letter B are those of —_.

a. a short letter ooa thesd Fumnidy

b. an average letter — : , :

c. along letter Y S’j oty oo Lo il L loHhnle
i fpaun_pensano puilicipetion infhe 95/t preyraere,

Y zlmbx'm? a. scholin ;Af run;/#,af:M ooz Lt uatd

lk/m#‘gmm-}a%&_
Y

200 tedeatd & am_mhuﬁm./«dm_zw :

ocootd pnanione 'flfuwm_,{zzm_é&_

a} .




Letter C

Sﬁ7n7'u-.,n\ /_f' Y44

YA

108 Sl Pamidines
Ml‘b 4520'3

777} /lfmﬁmk'
Neta M ; ¥ : 5
Ve Borsae® God Hat " Hene iz e 2 oitnds = Buck it

vd
 hsy Mu'“ﬁ@ufés}ﬁb?ﬂamaa_%m-_’.éﬁ}_@m_aﬁ_
°J . gy

!A( bantsd o 7&n11mn 4

AI/'J‘AJ'!‘/#‘\; DLL4) L'.A-(A;m .

M/}mm/kﬁ mu MIMM‘W -A_Aw Lt 2

ﬂI‘l ac/te GAL_having o /611) Fkéé—'uﬁbh u 0% 071
(/; 7. L
deand 1 LW mwp(;/

Stancencle

L Y akd

Multiply the answers of
body of Letter C.

How many words are shown in the first line of the body of Letter C?

How many lines of handwriting are shown in the body of Letter C?

Margin settings to be used for Letter C are those of

a. a short letter
b. an average letter
C. along letter

134
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Typing Letters

C. Steps for Estimating the Length of Taped Correspondence

1. Obtain the index strip which accompanies the tape to be transcribed.

Letter I i Date:
® . . e of ® o of] o o @l ¢ o ¢+ ¢ B : ¢ o ¢ B0 ¢ 0 0 @ 2 e @
0 5 10 15 25 25 30
Correct Ref:

2. Look for the marks which indicate the end of dictation for individual pieces of
correspondence.

D

{

Latter
°
0

Correct

[2,]

t

(L LY
[

20

25

Date:
* e 0 @

30

Ref:

3. Determine the amount of time used to dictate correspondence. For example,
the index strip shown here indicates that the first letter took two minutes to

be dictated; the second letter, three minutes; the third letter, two minutes; the
fourth letter, one minute; and the fifth letter, about a minute and a half. The
remainder of the tape was not used.

FIRST SECOND THIRD FOURTH FFTH LETTER

St ctnl 4

UNUSED PORTION OF TAPE

Letter
®

0

Correct

® ¢ o o o
10 t

5

20

2

9

Date:
¢« ¢ @

30

Ref:

4. Apply these guidelines to determine margin settings.

Margin Settings

Length of Time Use Margin Settings For 12 Pitch 10 Pitch

Up to 1 Minute....coeeeeemveeeenceeeenee. Short Letters LM25 RM80 LM22 RM67
1 10 3 MinUteS...cceeeecccirrcereeee Average Letters LM20 RM85 LM17 RM72
‘ More than 3 Minutes.........cccceueen.. Long Letters LM15 RM90 LM12 RM77

135
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Typing Letters

Typing Letters
Skill Sheet 2 :

Directions: Study the index strip below and circle the appropriate type of margin setting
for each letter.

Letter’ . l . .D.ate:

0

{5 20 25 30

Correct Ref:

..................................................... short average long
............................................... short average long
................................................... short average long
................................................ short average long
.................................................... short average long

13
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Typing Letters

‘ D. Steps for Setting Letter Margins

1. Assemble equipment.

Letter A

Typewriter Typiﬁg Assignment Stationery

TO determine the margin settings for letters. . .

2. Study the placement table

shown here.
@ Margin Settings
Word Count in Body 12 Pitch 10 Pitch
Short letter: Up to 100 Words LM25 RM80 LM22 RM67

Average letter: 101 to 300 Words LM20 RM85  LM17 RM72
Long letter:  More than 301 Words LM15 RM90 LM12 RM77

NOTE: LM is left margin, RM is right margin. tetter A
i
| S
3. Estimate whether the letter is I IWPE T
short, average, or long by Yy
counting the number of words o et e st i g Ty
in the first line and multiplying ——lofc Rt meéwgmﬁwwm_
that number by the number of —— i T A

lines in the body of the letter.

Yoaforr Tilsianty STBeruad. il Mflsd F, sospodt. fezesiede.

.Y R SR

ki hp)l&;‘,‘/;;m‘,m;ﬁa:auqm

137 T e
13




4. Procedures for setting margins vary, depending upon the type of equipment ‘
used. lllustrations for four brands of equipment are shown on the following
pages.

To set margins on the IBM Selectric. . .

1. Press in gently on the left
margin stop and slide it to the
number indicated on the margin
pitch scale.

2. Gently press in on the right
margin stop and slide it to the
number indicated on the margin
pitch scale.

To set margins on the Olympia Electronic Compact. . .

1. When the motor is turned on,
the indicator moves to the
preset left margin of 24 for 12
pitch.

14 138
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Tvping Letters

2. If a different setting is needed, MAR
press the margin release key and REL
hold it down while the
backspace key is pressed.

3. Backspace to the desired
number on the margin pitch
scale.

/5 ooooooooo ¢ o o o 30 .
I12 ¢ o ¢ o o o o ¢ o 0 14. .
G 10 o o ¢« o . o J_o .

4. Release these keys.

!

I

I

I

I

I
MaR | BACK @
REL [ SPACE

I J

I

I

I

I

I

!

139
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5. Press the “"Mar Left” key.

6. To set right margin, space
forward until the indicator is on
the number desired for the
right margin.

7. Press the “Mar Right” kev.

?—-
</MAR I MAR
LEFT | PARIGHT
\ 7 :
TAB ?P
SET | {Z{RELO
\/

TAB é{/ 3
LEAR 4REPEAT
]

R
?

Z

REV
INDEX

4 ..
0 ¢ o]

Ios. ¢ & & & 00 .....’10

e & & & & & 0 O 76
L ] L L L] L L go

MAR
LEFT

MAR g
RIGHT \
eSS V

TAB
SET

\
= g
RELO

TAB
LEAR;

)

REPEAT|

INDEX

ALV A MANRIERNL L VIINAN MWW

HE

o~
REV
INDEX \:\
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Typing Letters 1

‘ ’

To set margins on the Apple lle,

Applewriter program. . . //—\
/"T’

1. Type the following commands (1
before typing the letter:

Control V
Escape

Shift E
Control V /
Return

2. You will then see[E on your
screen. E

3. Type these margin commands: [E
Im 20 Im20
.rm 85 M85
R 141
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To set margins on the IBM PC, //’\
///1’

Peachtext program. . . //————q‘
. a prEE
Type the following command:
y.lm 20, .rm 85 1mM20,rm8>

142
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Typing Letters

E. Steps for Correcting Typing Errors Using Technigques
of Cover-up, Lift Off, and Delete

1. Assemble equipment.

Typewriter

Correction Correction
Fluid Tape

. R
lDELI

Delete Key

Word Processor/Monitor

143
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To correct errors by using cover-up tape or lift off tape. . .

1. Using the cylinder knob or reverse index key, turn the platen to the line that
contains the error.

Platen
\ Cylinder Knob

——f)

Space Bar Backspace Key Reverse Index Key

2. Use the space bar, the express

backspace key, or the backspace _
key to help in locating the error.
[

20 144




3. Insert the cover-up tape or lift-
off tape behind the typewriter
ribbon and in front of the

typing paper.

NOTE: In this example

seperate should be separate.

4. Hold on to the tape with one
hand as-you type the incorrect
key again.

NOTE: Do not. v e che tape
to fali into the typewriter.

5. Take out the cover-up tape ¢
lift-of f tape

Clerical/Secretarial Supplementary Units
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N N\
— /' =
/ -
e
\ - — - NS
W&lere sent under”“seperatea cover. Yc&
h of Februarly. \

/fﬂmm

A

//\//W/VAJ\/j\

\J \/
%ere sent under”sep ratw cover. Yc&g

h of February. v




6. Check to see if the error is
blotted out completely or has
been lifted off completely. If
not, repeat the procedure.

7. Backspace once.

8. Strike the correct key.

sep rate

BACK
SPACE

sep..rate

146




Clerical/Secretarial Supplementary Units

Typing Letters

9. Backspace and strike the correct
key again if necessary to make
the type as dark as the other
letters.

separate

10. Press the space bar and the
index key or the return key, if
necessary, to locate the point
from which to continue typing.

To use the lift off ribbon to correct errors. . .

1. Stop typing as soon as you

realize an error has been made.

NOTE: In this example, “feel”
should have wean typed
“fell.”




2. Backspace to the letter just to
the RIGHT of the error.

3. Press the correction key.

4. Type the incorrect letter. The
lift orf ribbon pulls the incorrect
letter off the page and the
typewriter stays on that space.

NOTE: Some typewriters have
a memory and will
automatically type the
incorrect letter as soon as the
correction key is typed.




@

5. Type the correct letter.

6. Space forward and continue
typing.

To use the delete key to correct
errors on a microcomputer ..

1. Use the arrow keys to move the

cursor to the letter just to the
right of the error.

=

2. Press the delete key or Del key
which removes the incorrect
letter from the screen.

)
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"

/ fell 1n

\

!

[v)
)|
\ A /S/_\\

Delete [
| Tge_lj |
_/ -}
h M
APPLE lle iBM
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Apple
3. Insert the correct letter by
typing the correct letter (Apple I O P
lle and Applewriter program).
/
m{f . \
& _I? 7
( V|
N\
{IBM
4. Or, insert the correct letter by
pressing the insert key and then
typing the correct letter (IBM PC

and Peachtext program. — o
‘ ins
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To correct extensive errors using correction fluid or correction tape. . .

NOTE: Correspondence mtuist be photocopied and mailed and the original kept as
a file copy if it is corrected in this manner.

1. Using the cylinder knob or index key, turn the platen so that the errc.
is clearly visible.

Wy Samel Chone

Pom 2 —,
Junaary 3", 1906 s »
S D SHipmets vere DO wnder Laperate Covere Tow Bievld receler ﬂ

hem by the 411 of 7 wrvery,

Jd D ) | Plense catd caliect 10 you heve furtaer qestions, ﬂ
. [] . . L]
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2. Pull the paper bail forward.

3. Apply thin coats of correctiun
fluid to the error (dab, don't
brush) or cover the error with
correction tape.

4. After the correction fluid is
completely dry, turn the cylinder
knob to roll the paper back into
position for retyping.

Jowery 3%, 1933
the shipnests vere JOit wAder Sepivets Cover. Tou shenid receise
u—numdw
Ploosn call collact 1P poo Sove Parther ometics.
Stecorely yoos,
oty Stoctur o e
e
s A | N Te
\ e 4 o o ® & ¢ 6 o+ & 2 2 o+ o 0 o & o
-t

Hr. Sezuel Chase
Page 2
January 31, 1586

%
then by the 4th of February.

Sincerely yours,

Please call collect if you have further questions,

Betty Slusher .

Mr. Saauel Chase
Page 2
January 31, 1986

end thel

U

Plea: call collect if you have further qu
Sincerely yours,
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Tyging Letgers
Unit Review

Directicns: Fill in the blank with the best answer for each question.

1. The “control” key is a __keil. It must be held down while another key
is typed.

2. The following word counts were provided on a textbook assignment. Determine
whether the letters are short, average, or long by circling the correct length.
Fill in the margin settings for those letter lengths in the space provided.

12 PITCH ‘10 PITCH
WORD COUNT CLASSIFICATION LM RM LM RM
119 short average long - —
324 short average long — —
207 short average long —_ _—
83 short average long —_ —

3. A handwritten 'etter is 17 lines long. The first line of the body contains 10
words. Is the letter classified as short, average or long?

4. Locate the third piece of correspondence on the following index strip and tell
whether the letter is:

a. short B T P O I L
b. average 0 l l 5 | | ilo l 15 20 25 30
c. long Correct Ret:

5. You are typing a letter that will be photocopied and mailed to 25 offices. You
accidently type paragraph 3, which is a two-line paragraph, where paragraph 2
should be. You are using a typewriter that has a lift off rihon. Check the
correction techniques you could use.

. cover-up tape

. lift off tape

_ lift off ribbon

—_ correction fluid

—_ correction tape

—_ delete 15 3

29
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® Typing Letters
Performance Checklist

Student has successfully performed the following steps of procedure.
Typing Letters Yes|No | comments
1. ldentified and assembled equipment '
2. Determined whether the body of a letter was classified as

short, average, or long by:

looking for the word count or

estimating the length of the body of a handwritten

letter or

estimating length of the body of a typed letter
Consulted a chart for appropriate margin settings
Correctly set the margins
Chose the appropriate correction technique based on the
equipment available and the nature of the typing
assignment

LR

Satisfactory - Should Move On O
Repeat This Unic O

6 Student Signature/Date Instructor Signature/Date
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TYping Tabies
Introduction

Typing tables and working with numbers is an important responsibility for a
clerical/secretarial worker. The ability to prepare reports rapidly and accurately can be a
factor leading to promotions and pay increases.

This unit reviews the names of the parts of a table and the steps of procedure for
typing tables.

Unit Objective

After completion of this unit, you should be able to type tables which contain a main heading,
subheading, and column headings.

Specific Objectives

After completion of this unit, you should be able to:

4. Center a table vertically.
2. Center a table horizontally.
3. Type a table.

Are You Ready?

Check the statement which is true for you.

l | can do the above tasks and |
§ am ready to do the
y Performance Checklist.

| want to study the information
g in this unit before doing the
Performance Checklist.

| TURN TO NEXT PAGE
| AND BEGIN

| SEE YOUR INSTRUCTOR
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Terms and Equipment Needed for Typing Tables

Terms
Horizontal - across, or between the left and right edges, of a sheet of paper

Horizontal centering - a table is centered horizontally if half of the longest iine
of type is on each side of the center point. On an 8% x 11" sheet of paper,
the center point is 51 for 12 pitch (elite) and 42 for 10 pitch (pica).

Tab - to move across a horizontal line rapidly by depressing a special (tab) key. (This
eliminates excessive use of the space bar.)

Vertical - up and down, or between the top and bottom edges, of a sheet of
paper

Vertical centering - a table is centered vertically if half the unused blank lines
are above the table and half of the unused lines are below the table. When
centering a table vertically, it is useful to know that there are 66 lines 6 lines
per inch) vertically on an 82" x 11" sheet of paper.

equipment

REPGRT COVERS

Covers and Slide~Grip Backbones

Catalog No.  Coler Quantity  Price

C€3-32553 Green 40 $16.50 ea.
€3-325517 Clear 50 $16.50 ea.
C3-32558 Non~-glare 50 $17.50 ea.
C3-32550 Assorted 50 $13.50 ea.

Table to Type

\

CorrectitlJn Typing Pagar  pencil and Paper
Materials
g3 157
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‘ B. Steps for Centering Tables Vertically

1. Clear your work area.

2. Assemble equipment.

\ —
REPORT COVERS
Covers and Slide-Grip Backbones
Catalog No. Color Quantity Price
C3-32553 Green 40 $16.50 ea.
C3-32557 Clear 50 $16.50 ea.
Paper and pencil €3-32558 Non-glare 50 §17.50 ea.
C3-32550 Assorted 50 $13.50 ea.

Table to type

‘ - 3. Count the number of vertical lines, both typed and blank, that the table will use

0on a page.
4. Look for the main heading of the table. Write down a one on the paper. -
Typed
REPORT COVERS -~ —L'T'_'&i
Covers and Slide-Grip Backbones
Catalog No. Color Quantity Price
C3-32553 Green 40 $16.50 ea.
C3-32557 Clear 50 $16.50 eca.
€3-32558 Non-glare 50 $17.50 ea.
€3-32550 Assorted 50 $13.50 ea.
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5. Look for the subheading. Write another "1” on the paper.

REPORT COVERS

Covers and Slide-Grip Backbones -«ifffamess

Catalog No. Color Quantity Price
€3-32553 Green 40 $16.50 ea.
€3-32557 Clear 50 $16.50 ea.
C3-32558 Non-glare 50 $17.50 ea.
€3-32550 Assorted 50 $13.50 ea. )

Typed

Lines

]
1

6. Locate the line of column headings. Enter a “1” on the paper.

REPORT COVERS

Covers and Slide-Grip Backbones

Catalog No. Color Quantity Price(—
€3-32553 Green 40 $16.50 ea.
€3-32557 Clear 50 $16.50 ea.
C3-32558 Non~-glare 50 $17.50 ea.
€3-32550 Assorted 50 $13.50 ea.

Typed
Uhes

l
{
I

"4"” on the paper.

7. Count the number of typed lines in the body of the table. In this case, write

REPORT COVERS

Covers and Slide-Grip Backbones

Price

Catalog No. Color Quantity
€3-32553 Green 40
€3-32557 Clear 50
C€3-32558 Non-glare 50
€3-32550 Assorted 50

$16.50 ea.
$16.50 ea.
$17.50 ea.

$13.50 ea.

Typed
Lines
|
I
i
L{

| e
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6. Now add the number of typed iines to find the total.

T,ped
Lines

= ---

9. Look at the space between the main heading and subheading. Mark a “1” on

the paper.
T BlankK
ine [R{3]41
‘ REPORT COVERS L_‘m_$__ -
» [
Covers and $lide~Grip Backbones ,'
Catalog No. Color Quantity Price /
C3-32553 Green 40 $16.50 ea.
C3-32557 Clear 50 $16.50 ea.
«3-32558 Non-glare 50 $17.50 ea.
C3-32550 Assorted 50 $13.50 ea.

10. .Uk at the spaces between the subheading and the column headings. Write a
2" on the paper.

17‘,54 Blank
' ines
REPORT COVERS !"—'I“g— L’-'—,———
Covers and Slide-Grip Backbones |' z
s A
7
Catalog No. Color Quantity Price
C3-32553 Green 40 $16.50 ea.
C3-32557 Clear 50 $16.50 ea.
Q C3-32558 Non~glare 50 $17.50 ea.
C3~32550 Assorted '5,(.' : $13.50 ea.
f [
100
LOUU

7




first line of the body of the table.

11. Write a ™" on the paper for the space between the column headings and the

REPURT COVERS

Covers and Slide-Grip Backbones

Catalog No. Color Quantity Price

€3-32553 Green 40 $16.50 ea.
€3-32557 Clear 50 $16.50 ca.
€3-32558 Non-glare 50 $17.50 ea,
€3-32550 Assorted 50 $13.50 ea.

Typed

Lines

q\.:—__

ﬁslaV\K
Lines
t
2
/

12. When the directions tell you to double space the body of the table, write a "1
on the scratch paper for <ach blank line you plan to insert between the typed
lines. In this case, write in three additional 1's.

'7;:Ped BlanK
REPORT COVERS Lines Lines
Covers and Slide-Grip Backbones : 2
I |
Catalog No. Color Quantity Price .;%. ;
€3-32553 Green 40 $16.50 ea. !
C3-32557 Clear 50 $16.50 ea,
€3-32553 Non-glare 50 $17.50 ea.
3-32550 Assorted N $13.50 ea.
13. Total the number of blank lines the table will use.
Typed Blank
Linés Lineés
| l
[ yA
I !
1L |
7 !
1




14. Add the typed lines to the blank lines.
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Limes

BlanK

I

15. Subtract the combined lines (typed plus blank) from 66, because there are 66

lines possible on a page.

16. Divide by 2. Drop any remainder.

Typed
Lines

.

{
|

Blank
Lines




17. Add ™" to the answer. This number represents the line on which the typing ‘
should begin.

2+ =27

18. If you have problems, check with your instructor.

DO SKiLlL SHEET 1 ‘

163 &
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Typing Tables
Skill Sheet 1

To underswand ihstructions for typing tables, knowledge of the r.ames of the parts of tables
is necessary. The parts include:

A. main heading

B. secondary or subheading

C. underlined column headings, either all blocked or all centered

D. columns

E. longest line of type including spaces between columns

F. blank lines

G. typed lines

H. spaces between columns (spaces between columns may vary from table to table)

The parts of the following table are labeled and their spacing is indicated.

| ‘ main ea-1N9 . TYpE ELEMENTS 1
ﬁ ¥ os 2
(25 4
underiined -
column headings, 9
all blocked or > Name NO. Version - 6
centered - — " 1 b3 7
Adjutant 8
longest line of 9
type including > {Courier 12 01-067 12 Bracket 10
spaces 11

between -
columns Courier 71,,545,01-051 10 Legal <-blank lines g
Elite 72 01-137 12 Standard +| 14
spaces tetween columns typed iines

columns

164
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Directions: Using names of the parts of the table as listed on the previous page, labeled
A-H, fill in the circles with the appropriate letter.

() OFFICE PROCEDURES CLASS

O AssignmentsO

O ((Cnapter Activity (O Dpate bue
1 Questions 4, 8 September 5 O

Cases -1, 1-7

2 Qrestions 1, 2, 6 September 8 )
——

Cases 1-3, 1-5

O O

Directions: Answer the following questions concerning the table.
1. How many typed lines are in the ta=ie?
2. How many blank lines are used by the table?
3. How many combined lines are used by the table? -

4 On which line of type would a typist start typing the main heading?
Show math steps.

165
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C. Steps for Centering Tables Horizontally

1. Assemble necessary equipment,

REPORT COVERS

Covers and S11de~Crip Backbones

Catalog No,  Color
€3-32553 Creen
C3~32557 Clear
€3-32558 Hon-glate
€3-32550 Asesorted

Quantity

. o

50
50
50

Prtce
$16.50 ea.
$16.50 ea.
$17.50 ea,
$13.50 ea.

Typewriter

Table to Type

2. Determine the numbe- of spaces in the longest line of the tahle.

3. Circle the longest item in each
column.

4. Count the number of strokes in
column one. Record the answer
at the bottom of column one.

Covers and Slide-Grip Backbones

REPORT COVERS

Catalog No. Quantity Price
€3-32553 $16.50 ea,
€3-32557 50 §16.50 ea.
C3-32558 Non-glare 50 §17.50 ea.
€3-32550 Assorted 50 §13,50 ea,

C3-32553

C3-32557

C3-32558

C3-32550
166 !
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5. Count the number of stroxes

in each additional column and
record the answers at the
bottom of each column.

. For this problem, the nurnber of

spaces betweer: columns is 4.
Record the number of spaces at
the bottom of the table.

Covers and Slide-Grip Backbones

Catalog No.

REPORT COVERS

C3-32557
C3-32558

C3-32550

I

C3—32553J\

Non-glare

Assorted 50

9

Covers and Slide-Grip Backbones

REFORT COVERS

/Catalog No. Color
C3~-32553 Green

fQuancit?\Price g

40 ($16.50 eaq
C3-32557 \\Clear 50 $16.50 ea.
C3-32558 50 $17.50 ea.
C3-32550 Assorted 50 $13.50 ea.
(1 9 4 g 4 o
7. Add the spaces in all the

columns and the spaces between

all the columns to determine

the total number of spaces in

the longest line in the table.

Catalog No. Non-glare Quantity $16.50 ea.
"N+ 4+ 9+ 4+ 8+4%+ 10 =5

14
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8. Now, determine the left margin
setting.

9. Divide the number of spaces in
the longest line in the table
by 2. Drop any remainder.

10. Subtract the answer from 51 for
12 pitch or 42 for 10 pitch.

ClericaifSecretarial Supplementary Units
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25
2/50
£ -

/
/

SQ

°\

51
25

g
11. Turn on your typewriter and
follow procedures to clear both
margin settings.
0 5 10 15 115 120 125 130
10 A Lol Lol vaor v lbv ol
PEErrpreer prrrrprn prrrep e
12 A 0 5 10 15 145 150 155

168
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12. Clear all tab settings.

13. Set the left margin. (This is the
location for the first column of
the table)

14. Determine the tab settings for
the remaining columns.

15. Using the space bar, space
forward one space for each
stroke of the

CLR .
i RETURN
/
SET
15 20 25 30

NN
20 251~ 30 35




~ longest item in the first column
and for the spaces between
columns one ar. 1 two.

16. Set a tab.

17. Space forward one space for
each sti ske of the longest item
in the second column and for
the spaces between columns
two and three.

ClericalfSecretarial Supplementary Units
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SET \/

Non-glare

170




18. Set a tab.

19. space forward one space for
each stroke of the longest item
in the third column and for the
spaces between columns three
and four.

20. Set a tab.

18

171




D. Steps for Typing Tables

1. Clear your work area.

2. Assemble equipment.

Clerical/Secretarial Suppiementary uUnits
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O GrerarE (o) .
R 4 OGO
R Nin,n,0,0,0ld, |
b are b

Catalog No.
€3-32553
€3-32557
€3-32558
€3-32550

REZPORT COVERS

Covers and S1ide-Crip Backbones

Color Quantity
Graen 40

Clear 50
Non-glare 50

Assorted 50

Price

$16.50 eg.
$16.50 ea.
$17.50 ea.
$13.50 ea.

Correction

Typing Paper
Materials

Table to Type

3. Determine the line on which to begin typinag.
NOTE: Refer to steps for centering tables verticaily in this unit.

REPORT COVERS

Covers and Slide-Grip Backbones

Catalog No. Color Quantity Price
C3-32553 Green 40 $16.50 ea.
C3-32557 Clear 50 $16.50 ea.
C3-32558 Non-glare 50 $17.50 ea.
C3-32550 Assorted 50 $13.50 ea.

199
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4. Set the left margin and tabs for
each column.
NOTE: I.afer to steps for
centering tables horizontelly
in this unit.

5. Place the typing paper in the
typewriter and bring the paper
up to the line on the
transparent line finder.

£

6. Return carriage the number of
times that yot! calculated earlier
to find the lit  on which the
typing should begin.

NCTE: The table in this
examg.e starts on line 27.

15 20 25 30
oo b b ol

I
20 251‘ 30 35
I

RETURN

g

\=

173
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7. Space over to 51 (the center of
the page with the elite type).

35 40 45 50
8. Determine where to begin oo b b
typing the main heading by. . . Lty
45 50 55 60
counting the strokes in the main
heading (13) and
‘ REPORT COVERS

I 23456 189bn1213

dividing by 2.
NOTE: Drop any .'emainder.

The answer (6) is the
humber of times you will l 3

backspace from the center to
( begin typing. /

174
21




9. Backspace 6 times.

(=

iSPACE

10. Type the main heading using all
capital letters.

REPORT COVERS

11. Return the carriage cwice.

12. Determine where to begin
typing the subheading.

RETURN
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Space to 51. (51 is the center of
the page with elite type.)
35 40 45 50

NN D
45 50 55 60

Count the strokes in the
subheading (31).

e Covers and Slide-Grip Backbones

1 23495 67 89 n121BMHI5 6IT1917 02 222 24252021812 3 3

Divide by 2. 4or) I 5
\rop ary remainder.
2 )3l

176
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13. Backspace 15 times.
NQTE: Check to see that Your
position indicator is now o
36.

14, Type the subheading using
upper and lower case.

15. Return thn carriage three times
to triple space.

15 20 25 30
Pyt b aaacbvn ol

Lrprerrprrrnprrnng
20 25 30 35

Covers and Slide-Grip Backbones

RETUR

177
24
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16. Type the first column heading at
the left margin.

Capitalize the first letter of each

word. Catalog No.

17. Backspace to the beginning of
the column.

BACK
9 SPACE

18. Underscore the heaaing by
holding down the shift key and Catalog No.
typing the underscore key.

ESHIFT __i_ :_:_""'__] F

4




19. Press the tab key. A

TAB

20. Type and underline the second
column heading.
REPORT COVERS

Covers and Slide-G~ip Backhbones

Catalog No. Color

2. Press the tat key. o

EN

N

7




22. Type and underline the third
column heading.

23. Press the tab key.

24. Type and underline the fourth
column heading.

Clerical/Secretarial Supplementary Units

TYPINY Tabic3

Covers and Slide-Grip P .ckbones

Catalog No.

REPORT COVERS

Color Quan.ity

TAB

Covers and Slide-Grip Backbones

Catalog No.

REPORT COVERS

Color Quantity Price

27
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25. Set the typewriter on double
spacinqg.

NOTE: This table is to be
doublespaced.

26. Return the carriage.

RETURN

0\

27. Type the first item of the table.

C3-32553

| | 181
ERIC 28

Full Tt Provided by ERIC.




28. Press the tab key.

29. Type the second item.

30. Press the tab key.

ClericalfSecretarial Supplementary Units

TYRIngG Takles

TAB

Green

TAB




31. Type the third item.

32. Press the tab key.

33. Type the fourth item.

40

TAB

REPORT COVERS

Covers and Slide~Grip Backbone:

Catalog No. Color Quantity Price
C€3-32553 Green 40 $16.50 ea.

183
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34. Return the carriage.

RETURN

=t

35. Continue typing and tabbing across the page until all of the !ines have bezn
typed.
G REPORT COVERS
Covers and Slide-Grip Backbones
Catalog No Color Quantity Price
C3-32553 Green 40 $16.50 ea.
C3-3255/ Clear 50 $16.50 ea.
' €3-32558 Non-glare 50 $17.50 ea.

C3-32550 Assorted 50 $13.50 ea.

DO SKILL SHEET 2

|' 184
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Typing Tables
Skill Sheet 2

Directions: Look at the followi' g table and answer the questions

CALCULATORS

Handhetd and (Bctadle)

Guand, Vorner  Cotalep T Puersbostaser Quntit Mdply,

Teraw Inswmenity k3-7I-5000  AMA Y3altiriew nAC P/D

O : T2ras) Insbuwrments) Ki-71-5020 folaw D
x/éan/; K9-€L - lell ABA Balieew ot A PD
)5//2@47: K$-vx- 1134 AA W D

:J/me K9- EL- 345 folow D
dm-();?#d K9-PDL %&m# P/D
Adler- @"?“L Kq-PD¥ AA ' P/D
Cases K9- FR-181 AA Balforiedor AC  PID
OPN K3 -SL- 2005 sIolos D

1. What is the main heading?

2. What is the longest entry in Column 4?

3. What is the longest entry in Column 27

4. What is the longest entry in Cclumn 3?

®

What is the longest entry in Column 4?

185
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HOw many strokes are in the longest line of type in the table?
- 46 __ 46 ___ 46 __=___

What would be the left margin setting for this table?
Show math steps.

How many lines are needed for this table if it is single spaced? _

On which line of type would a typist start typing the main heading on a full
sheet of paper?

Type the table in the correct form single spaced.

186
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® Typing Tables
Unit Review

1. Place the appropriate letters in the circles in this Area Code Directory table.

A. Main Heading E. Longest Line of Type

B. Subheading F. Blank Lines

C. Column Headings G. Typed Lines

D. Columns H. Spaces Between Columns

AREA CODE DIRECTORY O
For Seven Central Cities O
city State
Des Moines Iowa
O Kansas City Missouri 816
O Little Rock Arkanses 501
Memphis Tennessee / 901
Omaha Nebraska 402 O
Q St. Louis Q Missouri 314
'fulsa Oklahama 918
O

Directions: Circle the correct answer.

2. How many carriage returns should be placed between the main heading and the
subheading?
a. none
b. one
c. two

‘ d. three
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‘ Directions: Study the following table and answer the questions concerning it: ‘

IBM COMPATIBLE PRINIWHEELS 1

For Use With the 6240 Printer g

and the 3730 Printer 4

:

Catalog No. IBM Part No. Type Style Pitch 7

01-A7501 == - - - Orator 100% 12 g

01-A7504 001504086 Trestige Elite 12 ig

01-A7506 001506087 Letter Gothic 12 g

N1-A7502 @ - = = = = OCR-B 00 ig

01-A7503 001503011 Courier Pica 10 ig

01-27507 001507012 Prestige Pica 10 ig
1. What is the subheading? ‘

2. What is the longest entry in Column 1?

3. What is the longest :ntry in Column 2?

4. What is the longest entry in Column 3?

5. What is the longest entry in Column 4?

6. How many strokes are in the longest line of the table?
+44 +44 +44 =

7. What would be the left margin setting ror this table?
Show math steps.

8. On which line of type would a typist start typing the main heading?
Show math steps.
188
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® Typing Tables
Performance Checklist

“tudent has successfully performed the following steps of procedure.

——

Centered Table Vertically |Yes“\lo ] comments

1. Counted typed lines
2. Checked spacing (single or double)
3. Counted blank lines

4. Added typ:;d and blank lines
5. Subtracte. combined lines from 66
6. Diviued by 2; dropped any remainder
7. Added 1 to the answer

Centered Table ‘orizontally IYesl No | Comments

1. Deternuned number of strokes in the longest line of the
table

2. Divided by 2

3. Subtracted answer from center point

4. Cleared margin settings

5. Cleared all tab settings

6. Set a left margin

‘ 7. Spacec: forward for the longest entry in the column and

for spaces between columns as appropriate
8. Set tabs for columns

Typed Table |Yes No] Comments

1. _Brought paper up to line finder position

|__2. Returned carriage to line on which typing should begin
._Spaced over to the center point

._Counted strokes in each heading

. Divided answer by 2; dropped any remainder
Backspaced appropriate number (see 5 above) of lines
Correctly typed table headings

Typed and undersc -ed column headings

Correctly typed column entries

Used tab key appropriately

Used appropriate spacing

_\_\I
BN S [ NI [0 EN TN

Satisfactory - Should Move On O
Repeat This Unit O

Student Signature/Date Instrirztor Signatuie/Date
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@ Basic Telephcae Techniques
introduction

Communicatinga with others through written and oral communications is necessary
in 90 percent of all office jobs. In many positions, these communications involve use of
the telephone. Workers can increase their ability to communicate effectively if they learn
good listening skilis and can apph- chese skills #hen using the telephone.

This unit provides information about how to improve listening skills and presents
the supplies, equipment, and ,. wcedurc. used for good telepi.one techniques.

Unit Ojectives

After completion of this unit, you should be able to demonstrate good listening skills
applied te the use of the telephone.
Specif.c Objectives
‘ After completion of this unit, you should be able to:

1. Route incoming telephone calls.

A

Handle telephnne inquiries.

w

Take telephone messages.

4. Use a telephone directory.

Are YOu Ready?

Check the statement which is true for you.

| want to study the information | can do the tasks and |
in this unit before doing the am ready to do the i
Performance Checklist. Performance Checklist.

TURN THE PAGE

AND BEGIN SEE YCUR INSTRUCTOR

1
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Terms and equipment Needed for Handling Incoming
Telephone Calls

Terms

Appointment calendar - a desk calendar with spaces where employees write
notes and reminders a'bout upcoming meetings or ever.ts that are important

Company directory - a listing of a company’s departments or personnel and
their extension number (an employee should become familiar with the names of

people in the company and what they do)

Determine the “nature” of a call - Ieérning the reason why the caller contacted
your company (for example, the caller may be requesting information)

Indexing order - an arrangement for names - last name, first name, and middle
initial - that helps in alphabetizing

“On hold” - the caller is not disconnected but is waiting to speak to someonre in
your company.

Telephone Note Pad Company Telephone
Directory Directory

Appointment Message Pad Telephone Index
Calendar

192




B. Steps for Routing Incoming Telephone Calls

1. Organize your work area.

2. Assemble equipment.

Telephone ~  Message Pad Company
Directory

ClericalfSecretarial Supplementary Units

Telephone Techniques

3. Place the telephone in sight and
within easy reach.

4. Locate the incoming call which is
indicated by a flashing light on
the telephone.




5. Depress the button with the
flashing light.

6. Use a cheerful voice, speak
clearly as you give a greeting,
and tell your company’s name.

7. Determine the nature of the
telephone call (what the caller
wants).

"Could I speak to
someone about my
y new washer? It
doesn't seem to
be working
properly.”

"Yes, I can transfer
your call to the
Appliances Department."
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A

8. Check for the extension number
of the department that can take
care of the caller.

/ Pl
. “That extension is 2499. 7
9. Tell the caller the extension hat extension is 2709
number in case you are . connect you.” Nl
disconnected when transferring <
the call. )

10. Push the hold button to place
the caller on hold (that line
should continue to flash
indicating that the caller is on
hold), then press the appropriate
extension number.

Nt
D
Ut




11. If there is no answer or you get
a busy signal, depress the
flashing button to connect with
the caller once again.

12. Ask the caller if he/she would
mind being placed on hold.

13. If the caller agrees to being
placed on hold, depress the hold
button again and hang up
the phone.

““That line is busy now.
Would you like to
hold?"”

N \l// ///,

- '"Yes, that's fine." -

T




14. Wait about 30 seconds, then
reconnect with the caller by
depressing the button
and lifting the receiver.

15. Tell the caller that you will try
again to buzz the extension.

16. Depress the hold line to put the
caller back on hold and press
the appropriate extension
number again.

Clerical/Secretarial Supplementary Units
Telephone Techniques

“T'll try to connect

you now."
N W2
= 'Thank you."

//// \\\ ~

I



" Appliances.

17. When the extension answers, say Jack Simpson, speaking.”

that you are transferring a call
and tell which line it is.

“Yes, Mr. Simpson, I'm 7
transferring a call
on line 2 to you."

18. Hang up your telephone gently.

DO ACTIVITY SHEET 1

198
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Telephone Techniques
Activity Sheet 1

Directions: Read the fol.uwing informetion and then act out the situations described on

the following page.

Employees who answer the telephone should remember that they represent the
company. They should try to create the feeling that they care about each caller. This
“caring” attitude will help callers place more confidence in the employees.

Giving each caller your full attention by listening carefully makes callers feel welcome.

A “caring” attitude and good listening skills can be shown over the telephone:

Courteous Behavior
1. Accept the interruption.

2. Answer promptly.

3. Use the caller's name.
4. Listen patiently.

5. Repeat some of the caller's own
WOrzs.

6. Apologize briefly.

7. sk questions.

1

How Callers Feel

Sometimes when calls come, an eriployee
is not in a good mood because of working
toward a deadline or simply not feeling
well. These moods should not become part
of the phone corversation. Try to put a
smile on your face for each caller.

Answering calls within three rings generally
indicates a professionally run organization.

This makes the caller feel important.

Sometimes callers may be unhappy about
a product. They must get their complaints
“off their chest.” Although the problem is
not your fault, you must not interrupt.

The caller will feel that you are
sympathetic and that you understand the
problem.

Sometimes the customer feels that a
product or service offered by your
company is not perfect. The werds “I'm
sorry” help to sooth the caller’s anger.

Show your willingness to help the caller.
Ask the caller for dates, amounts, or other
information that will help you to fill
requests or solve problems.




Directions: Role play the following situations. Think about how the caller would feel, and
demonstrate courteous behaviors listed on the previous page.

SITUATION 1:
You are secretary to Mr. Blue, an accountant who specializes in corporate tax matters. A
prospective client calls about personal tax matters. She requests an appointment with Mr.
Blue. You know that Mrs. Eastman handles these matters for your firm. You need to transfer
the call to Mrs. Eastman’s secretary without making the caller feel unwanted.

SITUATION 2:
A customer has gotten home with what she thought was a super combo deluxe deep pan
pizza. She finds when she opens the box that it is sausage pizza. She calls to complain. You
need to listen to her story, apologize briefly, and keep her good will.

200
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C. Steps of Procedure for Handling Telephone Inquiries

1. Assemble equipment.

Tglephcr‘e Message Pad

2. Organize your work area.

3. Locate the incoming telephone
call. (Usually indicated by the
flashing light.)

4. Depress the button.

5. Using a cheerful voice, tell the
caller the name of your
company or department and
vour name.

] Company

Directory

Appointment  Telephone Index

Calendar

"Printing and Copying
Department. This is
Ivan speaking."




6. Listen carefully to the reason
why the person ic calling.

7. Write down details provided by
the caller such as dates,
numbers, names, arid
instructions.

8. Verify information.

""Good morning, Ivan. This is Pat in
Marketing. I need your help in
getting some brochures in the mail
today "'

"The Fort Worth branch office needs 3000 copies of
our advertising brochure #378. Can you send the
copies today in order to reach their office
on Thursday?"

"Yes, Pat. Now...let's see, that's 3000 copies of
brochure #378 to the Texas branch in Fort Worth
as soon as possible."”

202
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9. Ask questions.

"Should' the package of brochures be addressed to
anyone In particular in the Texas office?

/’ ;\
""Yesg, thanks. Please

send the package in
u\ care of Henry Mills,
]

/\ Sales Director."”
2

=
-

10. Confirm agreements.

"Fine, I'li send the package by Priority Mail today in
care of Henry Mills, Sales Diractor."

11. End the call pleasantly.

203
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12. Let the caller hang up first then
hang up gently.

204
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‘ D. Steps for Taking Telephone Messages

1. Assemble equipment.

Telephone Message Pad Appointment  Telephone Index
Calendar

2. Organize your work area.

3. Locate incoming call (usually
indicated by flashing light).

4. Depress the flashing button to
0 connect the call.

""Good morning. Midwest
Communications. Miss Parsons
speaking.”’

5. Use a cheerful voice and speak
clearly as you give a greeting
and tell your company’s name.




6. Determine the nature of the
call.

7. if the person for whom the call
is intended is not available, make
a brief apology.

8. Offer to take a message.

""This is Mrs. Castell
speaking. May I speak with
Miss Barlow, please."

Gk

’/( v
BATY )

K ?4/,///4‘ 3)
B2

"I'm sorry. Miss Barlow is not
at her desk now."

o R
e

lu’\;% 2

L7

N
B
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1 need to speak to her today.
9. Use a message form to help you Have her return my call

record information. before 5."

*“That's Mrs.

10. Verify names. .
Marian Castell”

. " And you need Miss Barlow
11. Confirm dates and numbers. to call you before 5.”




12. Ask questions.

13. Do not promise more than you
shquld.

14. End the call pleasantly.

*Will she know what the call
is about?"’

_ Piss Darlow
10: ‘_[:_IL—T“"W—

“:_&E‘Jé-‘f's“'
[ veepioned
fasmed your ol

o Mrg: Marinn Castel
iame of O™
" Cagtfﬁ_’idﬂx——“"‘

- <900
poo: (3141335

‘(" -m-
! befee oy

\

[l

DATE:

Mr

“I'll ask Miss Barlow to call you before 5.”

“Thank you." “You're welcome.”
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. “Good bye."
15. Let the caller hang up first; then

hang up gently.

16. Deliver the message.

i
|
DO ACTIVITY SHEET 2
l
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Telephone Technigues
Activity Sheet 2

|
Only one out of every four business calls reaches its destination on the first attempt because l
|

it is difficult for business people to be available at their desks at all times. Therefore,
messages are an accepted part of the communication process. Four guidelines for taking
telephone messages are:

1. Use a message form. A scrap of paper may get rnixed in with other papers or
lost entirely. in addition, a scrap of paper does not contain guide words to help
you in taking a complete message.

2. Write the message with great care. Avoid rewriting a message as this increases
the chance for errors:in transposition or omission. Confirm or repeat names,
numbers, and messages as you go. You will be sure to hear everything correctly
;oy .stl)?wing down the conversation. This allows enough time for you to write
egibly.

3. Know company policy. Many companies prefer that carbon copies be kept for
the company files. The copies are kept in a spiral-bound book for future
reference about names, telephone numbers, or other facts. The original only is

e torn out and deiivered to the party being called.

4. Deliver the message promptly. Place the message in a prearranged place on a |
desk or on a telephone message holder.

Directions: Read the following conversations. Then ask a classmate to play the role of
“Caller.” Complete message forms for the conversations.

Exercise 1:
You: Good morning. Accounting Department. Miss Hutton’s desk; Ms Jones
speaking.

Caller: This is Mr. Roberts. Is Miss Hutton in?
You: I'm sorrv, Mr. Roberts, Miss Hutton is not at her desk.
Caller: Well, can you give her a message?

You: [l be happy to. That's Mr. Roberts in the Sales Department, Extension
22887

Caller: Right! Tell her that | need to speak to her before noon.

You: |see, Mr. Roberts. You want her to call before 12.
Will she know what the call is about?

Caller: It's about the Rhoades Construction account.

' You: Yes, Mr. Roberts. lll ask her to return your call regarding the Rhoades
Construction account. Is that spelled R-H-O-A-D-E-S?

Caller: Correct! Thanks. Goodbye.
' N ) A 1
| You: Goodbye, Mr. Roberts. na 210




Exercise 2:

You:
Caller:

You:

Caller:
You:
Caller:
You:
Caller:
You:
Caller:
You:
Caller:
You:
Caller:

Mr. Adams’ office. Jennifer Smith speaking.

Yes, This is Mr. Montgomery from ABC Corporation. Is Mr. Adams
around?

I'm sorry. Mr. Adams is in a conference which should be completed in
about a half hour. Can | take a message?

All right. Tell him that address he needed is: Allen Belle...
Is that spelled A-L-A-N?

No. A-L-L-E-N. B-E-L-L-E.

Belle with an “e” on the end?
Right. 2-2-7 Mosely Boulevard.
2-2-7 M-0-...

WSELY.

Okay.

Sikeston... Missouri... 63801.
Zip Code 6-3-8-0-1.

Right. Thanks.

You: Thank you, Mr. Montgomery. I'll give Mr. Adams the message.
Caller: Goodbye.
You: Goodbye.
WHILE YOU WERE OUT WHILE YOU WERE OUT
TO: TO:
DATE: TINE: DATE: TIME:
BY: BY:
[ Prease retum eatt [ Tetephoned ] Prease retum calt (7] Tetephoned
[ win calt again [] Retumed your cat [ wit calt again ] Retumed your ca
Name of caller: Name of caller:
of: of:
Phone: Phone:
Message: Message:
21
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E. Steps for Using the Telephone Directory

A telephone directory is divided into several major sections:

e The inside front cover lists emergency numbers for the cities included in a
particular directory.

B Emergency
Fire Police Rescue
Ashland 657-2841 657-9062 657-2841
Boone County Fire
Protection District 449-7533 449-7533
Centrala City 682:2131 682-2132
Clark 816 263-8170 816 263-0095
Columbia 911 911 911
Hallsville 911 or 449-7533 696-3838 911 or 449-7533
Harrisburg 911 or 449.7533 911 or 442-3147 911 or 449-7533
Rocheport 449-7533 698-3245 449-7533
Southern Boone County
Sire Protection District 657-2841 - 657-2841
‘ Sturgeon 687-3310 442-3147 449.7533
University of Missouri 882-7201 9+ 911

¢ The customer guide section includes information about directory assistance, the
telephone company’s business office, repair service, customer rights, bill payments,
safety, installation and service charges, types of calls, area codes and time zones, and
international codes.

With Us

charges, rates and othar general

another jack In your home. i R

219
= oy =)

Instatiations, Moves & Changos Billing 2. Chack the connection on your
For more information about starting, Phone bilis are mzied once & monty. m‘t"m’dm‘k““"m
changing of moving YOur teiept.one Your customer representative wil tel fimity fastesd 1o the wa.
s44vice or to obtaln details about your you when you can expsct your bid. The 3. if you have dial tone but suspect
telephone rights and responsibilities, csl bitta inciude & compiete ¥sting of roguisr your phone isn't ringing, chack it
the appropriate number listed below: secvice charges, equipment rental fess out by asking a friend to mako a
Ashiand, Columbla, Halisvite, nndm;n“!zodlvm-unbﬂqdumeo testca¥.
Harrisburg, Rocheport calts. (See this directory’s section on .
Retidence 76385 long dstancs calling within your LATA) 4. H you cant idantily the problem
876-3599 through steps 1 and 2, the troulsie
Business s " may bs In our phone network.
COWIIIIR , Clark, W’W‘\*” opalr That's the time to call our repair
g 1+ 876-3859 Got a problem with your phone? Here office at the appropriate 24-hour
20 s0me tpe on haw to determine the number Ksted below:
Our customes roprosentatives will be ause: .
happy to explain the types of service cause: Ashlard, Columbie,
svaizbia, Instatation and servics 1. Unplug your phone and move it to Hattsvite, Rocheport  876-3500

Centrelia, Clark, Sturgeon

25
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Inselation—Insarsnce 125

100 642:7061
|
\
|

Q

ERIC

Aruitoxt provided by Eic:

buy T
3-Cold |VEEL PsLATION CO Insulation Materiais-Cold
) TEEL INSULATION & Heat—-(Cont'd
RESIDENTIAL & COMMERCAL eat—-(Cont'd)
162637766 | | © e aotONRaCTION MAXVILLE FISER JLASS IRSULATION
© BATTING & BLOWN INSULATION FORbIALY o
..aa2.¢ea8| |  CELLULOSE OR FIBERGLASS secuene  Manville
L Page) OVER 30 YEARS EXPERIENCE et & emecr
r—— FREE ESTIMATES : ".".'c‘.".i.‘.i o Cheon
*{EMBER HOME BLORS. S cen
12 o:ﬁmso co; . F °°"UMB"‘“,_ oos4 “FOR INFORMATION CALL"
INSTALLING CONTRACTORS
+ |insulation Materials-Cold Atkins Corporation
& Heat 1123Witkes Bied ., .874.8000
ALL” All Weather Tnsulation Tnc Mamille J’,‘Zf(f!«“’
oxs .O&Ségw"rﬁ-. ...é&.......ﬂn-”” Lmo.goc,(d c.nymsgg 783722
poly Co 2 Way Radlo For Fast Delivesy thieton €0.....voveee .
Trid5-9421 [ T000Kogers.conseserresen. . 4491284 T
... 874.3030 | BRAVER SUPPLY CO 120310040008 ov.ocrineusesrs 443-8084
COMPLETE WATXIS FALL COMPARY
“'Mg? - oA CINSULATION SUBPP#ES 1040, .0 00sevociassccacess $49-2951
4347 LCIUM FIBE
SILICATE APES SUSS Hingyrance
CEMENTS ADHESNE 4.0 WLLIAMS  1I1E Walnut ... 4492778
...s81-4272| | MINERAL WoOL AAA ACTONCELE CLUS IATER-NSURANCE =
1516 Wyoming ............,442-117)
h $81-3916 CAUCLE MATERIAL & SUPPLY DI VOU KW Laoaw Y

Insurance— (Cont'd)
AETMAUFE R CASURLTY—— —————

LD

EMERGENCY CLAIN SERVICY
Aeina Life & Cmulll Hartford CT
Toll Free-Dial ‘1 & Then
sranaenarennaxasenes 500 2432390
AGENTS & AGENCIES
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‘ e The appendix can include maps of the cities serviced by a particular directory.

YOUR COLUMBIA D\RECTORY
NOW INCLUDES THE WHITE
AND YELLOW PAGES FOR:

ASHLAND
BOONVILLE

CENTRALIA
FAYETTE

CLARK
FIJLTON

COLUMBIA
MEXICO

HALLSVILLE
MOBERLY

HARRISBURG

ROCHEPORT

STURGEON

27




To locate the telephone humber of a person or Business, follow these steps: e

1. Gather the necessary supplies
(note pad, rencil, and telephone
directory).

2. Determine the exact name of
the person or business you must
contact.

NOTE: Study the following list
of abbreviations and the
corresponding list of hames
which are spelled out in full.

P9 |-

PENNANT insuranc

i

Abbreviation Correct Spelling

Chas.
Danl.
Edw.
Geo.
Jas.
Jos.

Robt.
Thos.

wm.

Charles
Daniel
Edward
George
James
Joseph
Robert
Thomas
William




Clerical/Secretarial Supplementary Units
Telephon'e Techniques

3. Deterrnine the indexing order of
the name or title.

4. Write down the person’s last
name, first name, and initial.

Example: Maymie Lowis Alles Al lCS M&V mff‘. L

5. Write down the title of a
company as it appears unless a
name is part of the title.

’ Example: Bakers Finer Foods

BaKers Finer toeds

6. When a name is part of the title ) T 3_
of a company, write down the B K B N
person’s last name, first name, ar S QYBC(H’\_
and initial. Continue writing out

the remaind'er of the title. S‘&"OPC

Example: T.J. Barks' Bargain
Store

216
29




7. Turn to the white pages of the
telephone directory and look for
the guide words at the top of
the pages.

8. Determine if the name you are
searching for will fit between
these guide words.

LsienzDoyle R11 1064 ———— 8245700
Lorert EsHFamsr ——e__ §34.5500
Lorerz Edea Rt e 8745384

9. Look through the alphabetical Albert - Amick

listing of the page with the ATDeTT James —orrreeis 3IR7E97
most appropriate guide words Albrecht Kenneth ....... 335-4558
until the name or title is found. Aldridge Dariel ........ 334-5977
Aldridge Supplies .,....335-1109

Alexander Stacy ...... . .335-1888

Allen Lonnie veeceecenss 335-3887

Allen Richard ....ee....651-7072

- Alles Maymie Lo voeneen. 335-1366

Alma Larry ceeeecsccecas 651-6599

Alpers David ceeeveneens 651-4418

10. Write down the correct
telephone number from the

directory. /A\I iCS l[\/\&yﬁ”e L
J35- 366

217
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To locate inrormation about a particular product or service listed in the yellow

pages, follow these steps:

1. Gather the necessary supplies.

(telephone directory, pencil, note -

pad)

2. Determine the topic for which
you seek information or service.

Example: If your office needs
to have additional stationery
printed, the appropriate
topic might be "Printers."”
Also consider other headings
which could be checked.

NOTE: Locate the yellow
pages index if it is available.

3. Look for the heading "Printers”
and select the business or
businesses you wish to call.

Clerical/Secretarial Supplementgry Units
Teliephone Techniques

Printers

A L E Auomm

Prov Wt
ACCERT FRETE e, TS BN q
(See Advartirement On This §a
Bell Ovid Press mulmr ncn (
Seectd

N, o\, o
chkprmt B

sconveLe wnums €0
Web Offtet Printing- ASdr es5ieg
And Marhing Speciatists
A12Hy gabemlllt ........ {319
&oou BuH Pronting Service

Missouri

JONN GOLSON - OWNCF
COMMERCIAL PRINTIN
IMPRINTING

DIE CUTTING - EMBOSS!

WEDDING INVITATION

FREC PARKWNG AT FAORT OXX|

409 EWalar .. . o 4|
CoMPUTIR CGOI um e

A0ABig Bear Blvd o nnunniinnns
. (S«.men«noum t Pae
PrY

The Best Beeause We Care!

© Letterheads ® Invoices
® Brochures © Flyens

SEMO Printing Co
1225 0id Cape Rd ---renenens
Signai The 113 S Main Chaffe;
EE-D-PRINT 433 Broadway
*FOR MORFE, INFOR

See Advertisament T
Teleforms Co 650 Flint Hill Ro

Printers-Continucus &
Form

PRINTING

t PROFESSIONAL PRINTING
DESIGN « LAYOUT - ARTWORK . TYPESETTING
LETTERPRESS - OFFSCT - SCREEN PRINTING

104 S High JacksOn==v=cnsvensean-s 243-2170
COMMERCIAL MAILING AND PRINTING

Moore Business Forms Inc

*FAST COPY SERVICE' 1 Ensign Girardot Pl .........

BOND COPIER 1 & 2 SiDES NCR Corporation 2357 Rust A

LARGE & SMALL JOBS WELCOME PRINTERS-SCREEN & SERI
LEGAL BRIEF SPECIALISTS

Screen Printing

PRINTING EQUIPMENT & §
SCREEN-See Screen Prin]
Equipment & Supplies

ALL TYPES OF PRINTING
PLUS DIRECT MAIL ADVERTISING
ASK ABOUT SPECIAL MONTHLY RATES

COMMERCIAL MAILING AND
PRINTING 118 NMddR-ceee.x. . 334-7048
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4. Write down the telephone
numbers and names of the
businesses.

5. Make the calls or turn the

information over to the person
requesting it.

DO SKILL SHEET 1

ERIC

Full Tt Provided by ERIC.
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Telephone Technitues

Skili Sheet 1

Directions: Rewrite the following names giving last name, first name, and middle initial.
Spell out all abbreviations. ’

1. Geo. K. Abscher

2. Thos. S. Allen

Jas. L. Alderman

s~ W

Chas. O. Baker

i

Edw. R. Barks

6. Wm. S. Barton

7. Danl. M. Beard

Directions: Use your local telephone directory to find a telephone number for each of
the following situations.

8. A secretary needs to check the prices of desks for her office. What topic
should she look under?

What guide-words are at the top of the correct page in the directory?

What is the name of one business she should call?

What is the telephone number?

9. Your employer needs a letter delivered within 24 hours. What topic would you

look under in your directory?
List the names and telephone numbers of at least tw  businesses which provide
such a service.

BUSINESS TELEPHONE NUMBER

220
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Telephone Techniques

Teiephpne Tecpniques
Unit Review

Directions: Provide the best answer for each question.

1.

An incoming telephone call is indicated by:
a. a flashing red light

b. a flashing vellow light

c. ared light

d. a yellow light

What is meant by the phrase “answer promptly”?

Which phrase is a greeting?

a. ‘“lvan speaking.”

b. “This is Mrs. Castell speaking.”
c. “GCood afternoon.”

Restating and/or spelling names over the telephone is known as:
a. verifying names
b. confirming data

List four of the seven parts of a telephone directory.

a.
b.

C.

d.

Write the spellings for tnese abbreviations.
a. wm.

b. Jos.

C. Chas.

List three ways that a receptionist can demonstrate that he or she has been
listening carefully to the caller.

a.

b.

C.

35



Directions: Circle the best responses to the following questions. Q

8. Which names are in correct indexing order?
Farmer EX.

Faust Machine Company

William Finch

Screen Arts Incorporated

Schlitt Charles Insurance

Save-A-Lot

Mrs. Lila Schwab

@rooo oW

9. Which of these last names would be found on a page with the guide words
“Pruitt-Ramp’?

Quade

Pry

Radiator Service

Richards

Rader

Ratliff

hoo0 T

10. In your local telephone directory, the telephone number for the park
department for your city or county is:
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11. Study the conversation below. Assume that you are the secretary. Write a
note to yourself that includes all of the information you will need in order to

complete the request.

Secretary

Good morning. Mr. West's office.

I'm sorry, Mrs. Andrews, Mr. West is not

available now. This is Susan Hall, his
secretary. Could | take a message?

| see Mrs. Andrews. That's the meeting

with the computer consultant.

Yes, Mrs. Andrews. | was working on that
folder just now, and the equipment list is

right here.

Of course, Mrs. Andrews.
You're welcome.

Goodbye, Mrs. Andrews.

T0:
DATE: TIME:
BY:
D Please retum call D Telephoned
I wil all again ] Retumed your cah
Name of caller:

of:

Phone:

Message:

57

Caller

This is Mrs. Andrews in the accounting
department. May | speak with Mr. West?

Well, no. | really wanted to talk to him
about, our meeting Thursday afternoon.

That's right! Maybe you could help me. |
need a copy of the equipment list that the
consultant left with Mr. West.

Good. Can you put a copy of it in the
company mail for me today?

All right! Thanks, Susan.

Goodbye.

2R3




Student

Telephone Techniques _
Performance Checkiist

has successfully performed the following steps of procedure.

Clerical/Secretarial Supplementary Units

Teliephone Technigques

Telephone Techniques

lYes[ No | comments

._ldentified and assembled equipment

. Located the incoming call

. _Pressed the button for the line with the incoming call

._Answered before the third ring

._Used a cheerful voice

. Used clear speech

. Listened to the reason for the call

oo |u|s|w|o]~

Transferred calls by:

finding the appropriate extension number

stating the extension number to the caller

dialing the extension number

placing the caller on hold if necessary

checking back with the caller within 60 seconds

telling the extension that a call is being transferred

. Handled inquiries by:

writing down_details such as dates

verifying spelling of names

confirming information

asking for further details

confirming agreements

10.

Took telephone message by filling in message form
completely with:

name of person to receive the message

date and time of call

name of caller

phone number of cal:er

action desired

key information of message

initials of person taking the message

._Ended conversation pleasantly

Allowed the caller to hang up first

Replaced the receiver

. Delivered any messages

Student Signature/Date

224

Satisfactory - Shouid Move On O
Repeat This Unit O

Instructor Signature/Date
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Using Basic Busingss Math
introduction

The ability to use electronic calculators is required for most entry-level
clerical/secretarial jobs. Using the touch system, operating the 10 numeric keys and some
of the function keys without having to look at the keyboard constantly, saves time. For
example, the operator can point to a math problem with one hand and enter the numbers
on the calculator with the other hand. By not having to look away from the paper, the
operator does not lose his or her place when working with several numbers.

This unit will introduce the touch system, the numeric keys, and several function
keys. The unit will also show you how to compute subtotals, totals, percentages, and
discounts.

Unit Objective

After completion of this unit, you should be able to solve business math problems using
the touch system on an electronic calculator.

_ Specific Objectives
After completion of this unit, you should be able to:
1. Use the electronic calculator to compute addition, subtraction, and
multiplication subtotals or totals.
2. Use the electronic calculator to calculate percentages.
3. Use the electronic calculator to calculate discounts.

Are You Ready?
Check the statement which is true for you.
§ | want to study the information

{ in this unit before doing the

| can do the above tasks and |
| am ready to do the
§ Performance Checklist.

Performance Checklist.

| TURM TO NEXT PAGE
| AND BEGIN

{ SEE YOUR INSTRLCTOR
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A. Terms and Equipment for Business Math

Terms

1. Clear key - tap the clear key before each new problem.

2. Function keys - keys such as addition, subtraction, subtotal, total, and equal.
When these keys are pressed, the calculator will automatically carry out the
arithmetic operation.

3. Home row keys - the numeric keys of 4, 5, and 6. These kevs may be a different
shade or color, may be shaped differently than other keys, or perhaps only the

5 has a raised dot. These differing designs help the operator feel that the hand
is in the correct position.

e —
=

%Fg@ﬁ =

= Ell'illl'l
DB D
ce (o o9 D

Lw ot

Calculator




Parts of the Electronic Keyboard

K’L A
<———A. Paper Tape

L

F g, On/Off Switch

_ Display

AN\
@]

PRINTER s/4 DECIMAL

() ﬂlllrlmllml (1) | n Paper Advance
ON_OFF N QFF +FQ23¢ D‘ -
7

4pC |+ 8119 |p— MT
L e oé 1 E. Subtotal
¢ Equals . %|| = 41l51]6 MS
: e -
J. Times % || X 11121 31}}]+ %/ Mz|}—F. Memory Keys
| Clear Entry ,CE || o |loo]f s T [me]
ELECTRONIC CALCULATOR N
U

H. Minus G. Total

<28
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B. Steps for Computing Subtotals and Totals Featuring Addition

1. Clear your work area.

2. Assemble equipment and

supplies.
| Add: 456
P 741 \
= A
& %‘@%%’ 109 \
BE OEE MGEE — .
AE ORE BD
Ce=JC0RI0 LU
LWM'- J J
‘ Printer/Display Calculator Assignment Pen or Pencil

3. Place your assignment to the
left of the calculator and turn
the calculator slightly to the
right if you are right handed.

Adg: 456

[aw)
)
QO




NOTE: Reverse the positions if
you are left handed.

4. Use good posture.

5. Turn on the calculator.




e |
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6. Select the printing function.
i 1111
ON OFF
7. Set the decimai selector at O for
the problems presented here. DECIMAL
¢ al
+F0 2 34

8. Clear the machine by pressing
the total key.

ya




9. Place your first three fingers on'the middle row of 4, 5, and 6.

Top View i
=l /

------

omems M
)& @ > |b]

\
Left Hand

Side View

10. If you are right handed, tap the

8
4 key with the first finger; the 5 i\ 5] (9
key with the second finger: and 1 2 6
the 6 key with the third finger. c 00 3
—_ +—
X
0 % :
CE M |

—

il 8 232
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11. The display will show the
numbers as you press them.

12. Tap the clear key (CE) if the
display shows that you entered
an incorrect number. Press the
correct number keys. C

Right Hand

& (thumb)
=g
Left Hand
(fourth finger)
o
/_//
13. Tap the plus key with the thumb s )
if you are left handed; use the
fourth finger if you are right
handed. _l.
%
Left Hand Right Hand
(thumb) ( N (fourth finger)
® — =

233
ERIC °




14. Check to see if the paper tape
shows the correct entry.

15. Tap the 7, 4, and 1 keys.

7 : P

4 1

1

| LeftHand Right Hand
16. Tap the “+" key. The display The paper tape shows:
shows the subtotal.
" C
| e
T4 1 ¢ 4

10 234
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17. Tap the 8, 5, and 2 keys. 8 @
5 5{ )
2 2
Left Hand \ Right Hand
18. Tap the “+" key. The display
shows the subtotal.
oy
® — 1 1
19. Print subtotals, if instructed, by The paper tape shows:
pressing the subtotal key.
©
— 4560+
(}/ T4 1 ¢ ¢
S
852 ¢ 4+
@ 20490 ¢

1M




20. Tap the 9, 6, and 3 keys.
9 9
6 6
3
3
d
Left Hand Right Hand |
21. Tap the “+" key. The display The paper tape shows:
shows the subtotal as: :
456 ¢
| T4 ¢+
O O .
R 852 e ¢
20499
963 e +
22. Tap the 1, 0, and 9 keys.
1 9 1 9
0
0
Left Hand Right Hand

12 236
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‘ 23. Tap the “+" key. The display - The, paper tape shows:
shows a subtotal of:

456+
— — T4 1 ¢+
— 1=
20494
96350+
109+

Right Hand |
24. Tap the total key. (fourth finger)
€ >€

@ A

\
Left Hand
(thumb)

25. The display again shows: Thz paper tape shows:

456 4
741 e ¢

652 e+

— — 204G
I

G635+
10Ge+

21210 %




-

. Ve S 6 et 6
26. Compare the paper tape with Add: 456
the assignment to verify 741 VT4 e+
whether the correct numbers ~ o
and function keys were entered. ggg VE52 e+
NOTE: Place a check mark on 109 204590
the tape as you verify each - vV G635 4
number.
S 106G ¢+
2121 e x
27. Record the answer. Add: 456
741
852
963
109 ]
F12
\

DO SKILL SHEETS 1 AND 2

238

Q 14
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Full Tt Provided by ERIC.
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Using Basic Business Math

Skill Sheet 1

Directions: Label the parts of the electronic keyboard below. Choose from these terms:
Paper Tape Display  On/Off Switch  Paper Advance Memory Keys

Minus Total Clear Clear Entry Equals Times Subtotal

' A
e A
B.
— /
< C.
PRINTER s/4 DECIMAL
ON_OFF g'»;ajg@@ +Fg§lm .— D
L A BC ||+ 718 Qp-—oiuw -
2/_} = 4115116 S| {ms
| [ ()] 1]{2]l3 +*/M-=-}F.
| , CE 0 ||onl| . UILE
ELECTRONIC CALCULATOR
\_ _J

239
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Using Basic Business Math

skill Sheet 2

Directions: Complete the following exercises by using an electronic calculator.

. Follow the “Steps for Computing Subtotals (ST) and Totals (T) Featuring
Addition” to answer these problems.

A B. C. D.

456 987 789 102
852 951 456 100
753 963 753 156

ST ST ST ST
85,200 345 900 555
4,111 300 471 882
1,033 989 915 645

T T T T

II. Move the decimal selector to the “2” setting. Read the following problems and
enter the answers in the spaces provided.

a. Five items of office supplies are
priced at $6, $3.81, 5.72, $12.99,
and $3.76 respectively. What is
the total cost of these items?

14

b. Calculate the arnounts shown on Cast [ELBREreY ’;’7
the deposit slip and enter the T 1
total amount to be deposited. €0-119 30
208- 13 q [ 24] eo-105815
TOTAL FROM OTHER $10C
TOTAL b IORAC O RG
#1168 casu vicuiven
NET DEPOSIT PROPERLY ENDDRSED

17
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‘ C. Steps for Cornputing Subtotals and Totals Featuring
subtraction

1. Clear your work area.

2. Assemble equipment and

supplies.
)
_ ) $15.00
i f |5 et 1.00
e - by w—e - 3.98
K.~ an} -
B ‘B 200
FE BOERE 0
AF _[OEE E\EJ
CICIeIE LE
(e
Printer/Dienlay Calculator " Pen or Pencil Problem
3. Set “he decimai selecto: at 2 for
ne -F [ i H ’? He N
the following problams DECIMAL
o |0
FO 2 34

@ 241
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4, Turn on the calculator and

select the printing function. l@
o

T

ON OFF

5. Place the assicament to the left
of the calculator and turn the
calculator slightly to the right if
yc-1 are right handed.

$15.00

6. Clear the machine using the
total Key.
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9 7. Tap these keys: 1, 5, decimal, The tape will show:

and plus.

or

0

15-00+

8. Tap these keys: 1,
decimal, and minus.

The tape will show:

The displéy shows a
subtotal of:

IWDQ

1500+

11 1-00-

9. Tap chese keys: 3,

The tape will show:

The display shows a

decimal, 9, 8, subtotal of:
and minus.
| 1500+ L
8 [~ (181 C I [ I
9 9 1-00- D, ]
3 3
- 3.98-
or 243

21




10. Tap these keys: 4, The tape will show: The display shows a Q
decimal, and minus. subtotal of:
1500+
Al AL 1-00- — 1
or l
11. Tap the total key. The tape shows:

1500+ d’

%/ 1-00-

T 5-98~-

4-00-
6-02x+

R

12. Compare the tape with the
assignment to determine

whether the correct numbers 1500+
and functions were entered. — 1-00-
Record the answer on the $15,00

assignmernit sheet. * 400 3+98-
- 3098 4 * 0 0_
. 4.90 6-02
244

DO SKILL SHEET 3
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Using Basic Business ilath

skill Sheet 3

Directions: Complete the following exercises by using an electronic calculator.

i. Follow the "Steps for Subtotals arid Totals Featuring Subtraction” to compute
the answers to these problems.

A. B.
1,331.16 868.35
—127.22 —11.42
—158.00 —20.00
—123.36 —9.63

C

720.01
—30.00
—20.00
—30.17

D

99.23
—4.25
—30.00
—15.71

E

568.19
—34.86
—2.55
—27.35

II. Addition and Subtraction. Use the slus function key whan entering the .giance
brought forward and the amount deposited. Use the minus function key to
subtract the amount of the check.

Balance Brought Forward
Amount Deposited

Amount This Check

Balance Carried Forward:

Balance Brought Forward
Amount Deposited

Amount This Check

Balance Carried Forward:

A.
51.34
1,704.31

B.
540.50
500.00

C.
979.00
225.00

ST
447.66

ST
87.53

ST

D.
616.23
2,380.65

ST
38.27

46.30 I

|
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. D. Steps for Computing Subtotals and Totals Featuring
' Multiplication

1. Clear work area.

2. Asse mble equipment and

supplies.
)
& o & a
€3 E]EJE]EI
BE A k||
EX OEE EIEI
CeaJC=aR3n &3

3. Turn on the calculator and )
select the printing function. I@

111111

ON OFF

246
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4. Move the decimal selector to DECIMAL

the 0 setting for the following
|
[T ! 1
/

problem.
FO0 234

4

5. Clear the machine using the ' ‘

total key.

6. Place the assignment to the left
of the calculator if you are right
handed.

Problem:

12x 18
+32x 8 =

Vi

247
26




‘ 7. Tap the 1 and 2 keys

ClericalfSecretarial Supplementary Units

Using Basic Business Math

27

The display shows: The tape shows:
and the multiplication
(tirnes) key.
1\ |2 1 I 0
( X I |
X
12X
or
8. Tap the 1 and 8 keys The tape shows: The subtotal is:
and the M.
~
@ - 129X
1 2 e X
Mt
1 8e=
216 e F
*.
The display shows:
T I =
O e Y B
248




9. Tap these keys
individually.

The tape shows: The new subtotal is:

12X
18z

216 % '
256 ¢ ¥
22X

E o=
25€ ot

The display shows:

I
T I N B N

10. Tap the memory total key.

Both the tape and display show
a total of:

MT

DO SKILL SHEET 4

249
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Using Basic Business Math

Skill Sheet 4

Directions: Follow the “Steps for Computing Subtotals and Totals Featuring Multiplication”
to compute the answers to these problems. Multiply the amount in the “Quantity” column
times the “Unit Price.” The subtotals should be entered in the cooumn marked “Extension.”

Enter the Memory Total in the area marked “Invoice Tota!.”

A.
Quantity Catalog No. Description Unit Price Extension
1 3 B 59301 Intagrt'd Phone System 169.99
12 3 B 5984 Outgoing Tape 499
6 3 B 5931 Incoming Tape 499
Invoice
Total
B
Quantity Catalog No. Description Unit Price Extension
3 9 B 83633 Surge Suppressor 39.99
2 9 B 83193 Security Switch 24,99
2 9 B 83194 Wall Qutlet Sensor Timer 12.99
Invoice
Total

28
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’ E. Steps for Calculating Percentages

1. Move the 5/4 button to On if

the instructions indicate for the 5/4
answers to the problems to be
A
®
ON OFF

2. Move the decimal selector to
the 2 setting if the answer is to DECIMAL
G be rounded up to 2 decimal
o (MR
FO 2 34
————
3. furn or;: the calculator and
select the printing function. I@
b /

11111
o ON  OFF

1 251
31




4. Press the total key to clear the
machine.

5. Place the assignment to the left
of the calculator and turn the
calculator slightly to the right if
you are right handed.

6. Tap these keys individually:
108.17 X 4%

Problem
S10817x4% = _____

108.17 X 4%

252
32




Clerical/Secretarial Supplementary Units
Usmg Basic Business Math

\

7. Compaie your tape with the
following:

]

10841 7X
4 eCC%
4 & 33 %k

8. Record the answer.

e $108.17 X 4% = ’#4'-3

253

33
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Using Basic Business Math

| ‘ F. Steps for Calculating Discounts

1. Turn on the calculator and
select the printing function.

2. Move the decimal selector to
the 2 setting.

3. Press the total key to clear the
machine.

—

T

/

ON OFF

DECIMAL

il

+F0 234

_)é.
yA

Tam—

35 o554




4. Place the assighment to the left
of the calculator.

5. Tap these keys individually:
124.99 X 20%

6. Compare your tape with the
example shown here.

Problem:
A filing cabinet is priced at $124.99.
During today's sale, however, it can
be purchased for 20% less.
What is the amount of the discount?

What Is the revised retall cost

or sale price?

124.99 x 20%

C
124 299X
20+00%
2500 x

255
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7. The amount of the discount is
$25.00. Subtract the discount 0
from the original price of
$124.99. 124 e909X
— 2500 %
G99 eo G x
8. The sale price is $99.99. 0
124 ¢99X
‘ 20+00%
2500 x

DO SKILL SHEET 5

37
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Using Basic Business Math

Using Basic Business Math

Skill Sheet 5

Directions: Complete the following charge slips by adding the charges. Subtract any
discounts. Then, multiply the subtotal by 6 percent, the combined tax rate for the city
and state.

E159371
(] DESCRIPTION SIZE_UNITCOST  AMOUNT |
!
!
2.1 Dozen. Roses b i &
. ] o
[ |Large |fase Sis| S
CARROLL'S FLORIST i t’-,;'
9250008100 IOV TFICATION Toate - AUTH, CODE [T : o
SIKESTON, IL 10Tt i =
UF PARTIENT SALES CLERK TYPE SALE 1 o
TAX i o
CURRENCY CONVERSIDN 1
SALES SL'P ICATE RATR AMOUNT TOTAL !
SAEL CONFIRMED TERMS ON REVERSE SIDE ACCEPTED
0 1QMER SIGNATURE
RETAIN THIS COPY FOR STATEMENT VERIFICATION
b15931¢2
OQUAN DESCRIPTION SIZE UNITCOST AMOUNT |
5
I -
| | 5pring_Arrangemerct 1500 &
| 1 Oak Tree _20i0| S
CARROLL'S FLORIST %o Discoun- i &
9250008100 T / 50.“ Gt m ; P
SIKESTON, iL ToTAL : =
' Dty ARTMENT SALES CLERK TYPE SALE 1 g
TAX l o
CURRENCY CONVERSION ]
SALES SL'P OATE RATE IAMOUN! TOTAL :
SAF CONFIRMED TERMS ON REVERSE SIOE ACCEPTED
LU 1OMER SIGNATURE
RETAIN THIS COPY ¥OR STATEMENT VERIFICATION

RS
39

o e g
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Using Basic Business Math

*Jsing Ba§ic Busiqess Math
Unit Review

Directions: Use an electronic calculator to solve the following problems.

1. Add: 789 555 123
741 777 456
753 747 987
Subtotal:
Add: 252 596 410
Total:
2. 235 787 1.001.00
-103 -417 ~951.45
Subtotal:
Subtract: -14 —166 -5.67
Total:
3. 12 < 3.99
20 X 5.99

4. $108.98 X 30%
$239.98 X 20%

5. An item costing $27.98 is on sale for 30% less. What is the sale price?

258
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6. Determine the “Total” of the following charge slip. The tax rate for this city is 7 ‘)
percent.

b158311
CUAN DESCRIPTION SE LNITCOST AMOUNT |
I
|_| Hunging Basket- AL N~
[\ Get Well Card /45 ©
CARROLL'S FLORIST ; ]
9280008100 GERTIFICATION DATE AT, COOE o8 H g
SIKESTON, IL. TotAL ! A
DEPARTMENT BALE3 CLERK TYPE SALE 8 3
TAX | o
CURRENCY CONVERSION [
SALES SL'P [OATE ll‘AlE AMOUNT TOTAL !
SALE CONFIRMED; TERMS ON REVERSE SIDE ACCEPTED
CUSTOMER SIGNATURE I

RETAIN THIS COPY FOR STATEMENT VERIFICATION I 1

259 |
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Using Basic Business Math

Using Basic Business Math
Performance Checklist

Stuent has successfully performed the following steps of procedure.

Using the Electronic Calculator |Yes No | comments

1. ldentified these furctional keys:
clear
equals
times
percent
minus
plus
subtotal
total
memory total
memory plus
paper advance
clear entry
Sl4
decimal selector
. Used good posture
._Completed addition St~( 3:
tapped clear key
tapped entries and function key
tapped total key
compared tape to problem
4. Completed subtraction steps:
tapped clear key
tapped entries and function key
tapped total key
compared tape to probiem
5. Completed multiplication steps:
tapped clear key
tapped numbers and function key of
X
=0r MHif needed)
MT (if needed
compared tape to problem
6. Completed percentage steps:
tapped clear key
tapped nuraber and function keys oOf:
X
%
compared tape to problem
7. Completed discount steps:
tapped clear key
tapped numbers and function keys of:
X
4 %

compared tape to problem

WIN

Satisfactory - Should Move On O
G Repeat This Unit O

Student Signature/Date Instructor Signature/Date

43

26




SECRETARIAL TECHNOLOGY/ OFFICE TECHNOLOGY

SN-92-S

SUPPLEMENTARY UNITS FOR

DEPARTMENT OF ELEMENTARY AND SECOND

<61

INSTRUCTIONAI MATERIALS LABORATORY ¢ UNIVERSITY OF MISSOURI-COLUMBIA « COLUMBIA, MO 65211

PRODUCED BY

FUNDED BY
EDUCATION e JEFFERSON CITY, MO 65102




Clerical/Secretarial Supplementary Lnits

Banking

@ Banking
introduction

Knowing banking procedures is an important responsibility in an organization.
Demonstrating the ability to carry out these activities can lead to increased prestige and
continued professional growth for the office worker.

This unit shows you supplies, equipment, and procedures for preparing checks, petty
cash vouchers, and deposit slips plus techniques for reconciling bank statements.

Unit Objective

After completion of this unit, you should be able to perform several banking activities.

Specific Objectives

After completion of this unit, you should be abie to:

1. Use a tickler file to organize payments.
Prepare check stubs.
Write checks.
Prepare petty cash vouchers.
Complete deposit slips.
Reconcile bank statements.

SR A

Are You Ready?

Check the statement which is true for you.

| | want to study the information | | I can do the above tasks and |
E in this unit before doing the R § am ready to do the
1 Performance Checklist. { ¥ Pe.formance Checklist.

TURN TO NEXT PAGE 1|  SEE YOUR INSTRUCTOR

AND BEGIN
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Banking

A. Terms and Equipment Needed for Banking Activitiec

Terms

1. Cancelled check - a check that }:.s been processed by the bank (this shows that
the bank has deducted the amount from the account of the firm or person and
has enclosed the check with the customer’s bank statement.)

2. Creditor - a‘ firm or person to whom money is owed

3. Payee - the name of the firm or person to whom a check or voucher is written

4. Procedures manual - a company notebook designed to supply information about
office tasks

5. Tickler file - a filing system based on calendar dates to remind employees to
prepare or carry out activities ~

@@%

Check Stub Calculator Return Envelope Procedures
. Manual

V o“ch‘(
-~
19~

—

Equipment and Supplies

L0
PAYELE

[-1314

FoR

AMOUNT

BAL 8ACUGHT
FORWARD

oEPOSIT
SUBTOTAL

AMT OF CHECK
BAL CARSIED
FORNARD s e

(el se 7 7

@

(et

Tickler File ~  Desk Calendar  Bill or Receipt Petty Cash

Voucher
& .

263
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Q

ERIC

Aruitoxt provided by Eic:

Chart of Accounts

Petty Cash Box

e

RECORD ALL CHARGES OR CREONS TH.

AT AFFECT YOUR A

Deposit Slip

Rubber Stamp/
Ink Pad

Statement

e o
=y ,;.I.“‘n
- ™
Comert
L, ‘“‘"’n D:“‘{“:m .
hoy

i

Wi

S

Y70 T

20 344 b S

Do
o

Bank Statement

Blank Checks
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Banking

vy 10108 S Dotlars
4 LG" of \1 m/
fank
saron CouRTY -
ey DI\
Sheston, MO 8320
pemo

20 1% L b

/

tarn Suppliars Corporation "Nt 12,1000
Wels 18 Malons A%\
sixeston, Hissowt s\ﬁ'ﬁ
ot W

144

Incoming Check

R
Pt e e &

| IS

{

Cameta
oo e

—
—
e b
o] e e
-t
Sme——
s —
pnt

204 0 Boow
‘e Aoty

| F——

——

!

e
—_—

—
==

—
—
—

PR

P A ad

G s O3
e
sl T

L e

Reconcilement
Form

Cancelled Check
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Banking
B. Steps for Organizing Payments
1. Clear your work area.
2. Assemble equipment.
Ché-c-k- Reglster Check Stub
W)

Wiatom Suppiiers Corporstion
118 Maons Avenve
Smesten. Wasown 8271

NN e

=

70 11 &S

Calculator

Blank Checks

i Procedures
Manual

LA LI Y M S ¢

V7

‘rocedures
Manual

Tickler File ~  Desk Calendar

266
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3. Open the incoming bill and
remove the contents which are
a statement and the return
envelope.

4. Determine due date.

5. Compare the current date with
the due date.

118 Malone Avcnue
Sikeston, MO 63801

i S95P 0260 1108910 7

Western Supp' srs Corporation

Apple Credh " ~mporation
Headquarters Building
547 Amboy Street
Soston, MA 02134

Amount Enclosed $

Date

Month Day T Ref t of Ti
0104 Payment - Thank You 10500 CR
Minimum
Account Number Bili.*g Date Due Date Payment Due
595P 0260 11089107 01115/86 0200885 10500
January 1986
SMTWTEF S
1 2 3 4
5 6 7 8 910 11
1213141516 17 18
1S 20 22 2324 25
26 27, 29 30 31

Curr'ent Date

February 1986
SMTWTF S
U
Due Date 2 3 4 5 6 77(8)

910111213 141
16 17 18 19 20 21 22
23 24 25 26 27 28

021 Tuesday, January 21 344

26"
3
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Banking

NOTE: Go directiy to the
company payment policy
(Step 12) if the bill needs to
be paid within five days;
otherwise, continue.

check to Apple Credit Corporation
e

Prepar

SEE: Office Equipment Bills

6. Prepare a tickler card if the due
cate is more than five days
away.

7. Place the card in the tickler file.

Ml

F. . . H —
8. i (I)Iﬁj ;:?e bill in an appropriate ] / Oifiey Eauipment Bijs
D

——

268




9. Check the tickler file at the
beginning of each work day for
oills that need to be paid.

10. Retrieve the bill from the file.

11. Determina the amount due.

/—(2\*_

February

T 7 ' 2

FEBRUARY
sMT W TFE
]
EE L ERAE]
A nlulrz 8] Hlis
EENEEN
l! g 28 3¢ 11} I‘
Boston, MA 02134
260 1108910 7 Amount Enclosed $
Date
fMonth Day Transaction Reference Amount of Transaction
0104 Payment . Thank You 105.00 CR
TN
Minimum
t Number Billing Date Due Date Payment Due
D 1108910 7 01/115/86 02/08/86 105.00
Previous «Finance «Purchases Payments Leaves A New
lod Balance Charge And Debits And Credits Batance Of

269
10
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12. Follow company policy in
deciding whether to pay out of
petty cash funds or whether to
write a check.

270

11
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Banking

e C. Steps for Preparing a Check Stub or Register

1. Assemble necessary supplies.

Pen

. .
i Wastern Suppllers Corporation { 144 >
NO DATE 118 Malone Avenue
PAYE : Sikeston, Missouri 63801 S |- M
FOR )
AMOUNT 1 Pay to the
| order of $ :I
|
BAL. BROUGHT | Dollars
L7l .24 °
‘ FORWARD ! Sikeston County Bank
DEPOSIT I 314 North Rannay
SUBTOTAL : Sikeston, MO 63601
AMT. OF CHECK | Memo
BAL. CARRIED |
FORWARD — ; 20 W4 L4
Check Stub Check
1
2 Write in the exact date the no 144 pare 2-3-86 | Westem Suppitars Col
. . . v
cheek is written. (Use figures.) PAYEE : Sikeston, Missour 6:
FOR h
AMOUNT 1 Pay to the
I ordor of
|
BAL. BROUGHT {
FORWARD Mf.’.‘ 1
Sikeston County Bank
DEPOSIT ! 314 North Ranney
SUBTOTAL : Sikeston. MO 63803
AMT.OF CHECK . 1 Memo
BAL. CARRIED |
FORWARD —— i
l

?0 i

271
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@

3. Write in the name of the payee. No 144 oare 2-3-86 Westorn Sunpllers C:
/ ——"; P~ :SIIEE_ Qc,g' Stkeston, Missourl

AMOUNT Pay to the

ordor of

B romwano 167/ . 24~

Slkeston County Bank

DEPOSIT 34 North Ranney
SUBTOTAL Slkeston, MO 63301
AMT, OF CHECK Memo
BAL. CARRIED
FORWARD 20 1
4. Enter the reason ror the no144  pare 2-3-86 Western Suppllers Cc
s 118 Malone Aven)
payment. pavee Apple (red 2 Slkeston, Missourl
|__>»FoR ce_Equlpment
4 Pay {0 the

1 AMOUNT
BAL. BROUGHT
Forwaro . [ 07/.2 £

order of e

Stkoston Couniy Bank ’)
314 North Rani.oy

(s o A e —— —— i —— - — -

DEPOSIT
SUBTOTAL Sikeston, MO 63501
AMT. OF CHECK Mamo
BAL. CARRIED
FORWARD 20 1
5. Fill in the amount of the No 144 oare 2--3-86 Weaten::t:f::lnzriv(::
payment' PAYEE&PPMEM Sikoston, Missourl t
FOR 1 2
AMOUNT __/D§,°00 Pay to the
) order of

/]
/ BAL. BROUGHT

FORWARD 167/ =%~

Slkeston County Bank

DEPOSIT 314 North Ranney
SUBTOTAL — Slkeston. MO 83801
AMT.OF CHECK _£25.00 | yiom,
BAL. CARRIED

FORWARD

70 1

272
14
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Banking

6. Subtract the amount - o144 oate 2-3-86 | Westeﬂ:zt:fg"eri Cd
payment to determine . ., DAYEE t orp. | Stieston, Missourl &
i FOR 1 3
balance carried furward. vy /ﬁ“*ﬂfﬂi -
I orcer of .. —_—
|
BAL. BROUGHT 1
FORWARD M ! Sikeston County Bank
DEPOSIT I "'314 North Ranney
SUBTOTAL . : Sikeston, MO 63801
AMT.OF CHECK _£05: 99 | oo
BAL. CARRIED
| ForwaRD _£66.2£ ! 70 1
\
7. Repeat the balance on the next 12286 :
4Ab_ ORTEETL lorpe \| o /45 pate !
check stub NO 2= e F !
. pmeW PAYEE !
£OR [3 I FOR _ 1
AMOUNT AMOUNT :
' |
AL. BROUGHT ]
P FORWARD _[5bh .24~ |
DEPOSIT |
SUBTOTAL !
AMT. OF CHEZK (
BAL. CARRIED [
FORWARD 1
i

R'73

15




D. Steps for Writing a Check

1. Assemble the necessary supplies.

Clerical/Secretarial Supplementary Units l
Banking

13 Matone Avenve
Saesion, Missoun £380s

Wastem Suppliare Corpotation 144

—_—

s

Dorars

0.

s

Pen

Blank Check

2. Fill in the current date with an
ink pen, or the checks can be
tvpewritten.
¢ Spell out the month.

.o Place a comma after the day.

Waesiern Suppliers Corporation

118 Malone Avenue
%ﬂ%;_w.é’é

Sikeston, Missouri 63801

Pay to the
order of

Sikeston County Bank
314 Nosth Ranney
Sikeston, MO 63801

Memo

?0 & LK

¢ Fill in the vyear.

17




3. Fill in the name of the payee as
indicated on the statement.

4, Using figures, enter the amount
of the check next to t™e dollar
sign.

5. Write out in full the amount of
the payment.

o Start writing at the extreme
left. (Capitalize only the first
word.)

e Express cents as a fraction of
100.

o Fill in the rest of the line with
a solid line or hyphens when
typing.

Weztern Suppliers Corperation 144

118 Malone Avenue c% ﬂ ) N
Slkeston, Mi 1 63801 7 3 L 19&
Pay to the . *
order of ‘WIM WW $l I

Dotlars
Sikeston County Bank
314 North Rannsy
Sikeston. MO 63301
Memo
70 141 L ALY
Waestern Supp!.ers Corporation 144

118 Malong Avenue %Z” A
Sikeston, Mi 1 63801 . 3’ 19.8_5.
Pay to the . h
order of MMM‘ﬁ/_sI /105, % I
Dollars

Sikeston County Bank
314 Nonth Ranney
Sikeston, MO 63801

Memo
70 WU 4 Lk
Waostern Suppliess Corporation ) 144
118 Malone A
Sikeston, Missourl 63801 :;"j"w; 2, 1086
Pay to the ° y
order ot WZW@Q&M‘;}L‘:U $|/05__§ l
Cns. frrndlrel W amd ao/po.—— — - Dollars
Sikeston County Bank
314 North Ranney
Sikeston, MO 63801
Momo
70 Wt 4 LY

18




E‘

= |m-‘ Provided

}
L

6. Indicate the reason for the
check.

Clerical/Secretarial Suppi. ~entary Units

Banking

l NO 144 DATE 2-3- -86

PAYEE

FOR ﬁ{_@uqmwf

AMOUNTY/05.00 %

BAL. BROUGHT

FORWAR: . [67/.2- 4~

DEPOS'T 318 North Ranney
SUBTOTAL e Sikeston, KO 63801
AMY. OF CHECK £L05:00 | oo (fFice 5455 meit™
BAL. CARRIED |
Fomiaro £566. 24 | Y0 bbb L Wb

Waesterr: Suppliers Corporation 144
118 Malone Avenue % 3 8é
S ’4”‘4 3102

Moo o Apnle W Wow $[ro5.= )
Omp broribud ,é«»vc cord po—— Dollars

Sikeston County Bank

~

7. Look at the statement again to
locate the account number.

RETURN THIS PORTION WITH OUR PAYMENT
Western Suppliers Ci. .oration Apple Credix Corporation
118 Malone Avenue Headquarters Building
Sikeston, MO 63801 547 Amboy Street
Boston, MA 02134
535P 0260 1108910 7 Amount Enclosed $ ___ _____
Dato
Month Day T t:on Rel A t of T
0104 Payment « Thank You 10500 CR
Minimum
Account Number Billing Date Due Date Payment Due
535P 0260 1108910 7 0115886 02/08/80 10500
Days In Previous Finance Purchases *Payments Leaves 2 New
Biliing Period Batance Crarge And Debits And Credils Balance Ot
29 851,76 1232 10500 759.10
For accunt service or billing veil the f hone number
€17.339.1231, Or send Inquiries (0 PO. Box 5500 soston. Massachuseus NOTICE. See
reverse ¢lde for itnportant information.
RETAIN THIS PORTION FOR YOUR RECORDS

8. Write in the account number ofl
the check.

1

Western Supplisrs Corporation 144

118 Malone Avenue 4M 7, 19_3_6

Slkeston, M

Pt Japly Cudit WWW S22 ]
Ong hondtrie 4 fuist gondb “Ya0 Colare

Sikeston County Bank
314 North Panney
Sikeston, MO 63801

Memo 0# e £ .M.Z
595P W

70 ML L LY

o s

19

T T A T A
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9. Detach the check from the stub.

10. Secure an authorized signatiure
from your supervisor or a
company executive.

11. Place the check and return part
of the statement in the return
envelope provided sy the
creditor. Look fur “Return this
portion with you payment.”

nsestes | obyueny 3,05
p.ymho 011,4 !
Lt frsotred ot aond P10
slnlonmfis”‘
Bwapiped
umaﬁiczfga#-‘# _—
70 131 L kL
n Suppliers Corporation 144
118 Malone Avenue
taston, Missouri 63801 W 3-! 198_é
p,a,ea W Wo’%&m/o $| 0 5 6o l
drad Lwe and °Y/o0 ~ Bollars
tank
ay
£, ,{um'mmT W7ﬁ% 77701/»0 é,
1089107
70 11l 4 1LY

! ‘e af!
Am! 4
0213

1«':m\on&3":§5°"°. poston: W 105.00
stof. ¢ LU

sk Amount Enclosed

41089107 ST

£95p 0200 e

144
Western Supplirs Corporsilon

113 Malons Averus 'Z('[’W 3t 384

Sheston, Misscan 83301

"'”'“#ﬂ[l. (;u,(L(/ KI"Z/KM'Z‘Q" s-
Gt famrbud fave_gorel” Yoo == roun

;u Nonn Raaney N
o LEfice £ ttse 05T @M;]W

70 M3 & kb

oot
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® |

12. Check to see that the address place
shows through tie window. s;ar:lp
ere
Apple Credit Corporation
Headquarters Building
547 Amboy Street
Beston, MA 02134
13. Write in the company’s name
and address in the blanks )
provided on the envelope. Wesfern Sugpliers Gorppredion.
U8 Mylme Avenue
Q Sikeston, MO G380/

14. Seal the envelope and attach
the postage.

Apple Crezit Corporation
Headquarters Building
547 Amboy Street
Boston, MA 02134

_2'78
ERIC 21
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’ E. Steps for Preparing a Petty Cash voucher

1. Assemble the necessary
equipment.

Bill or Receipt
Voucher

2. Locate the number given to the

‘ previous petty cash voucher.
(See carbon copy.)

\
. Petty Casa Vouch
3 Enter the number for this petty sr Toueher
cash voucher.
NO / / 6 DATE — 19
T0 $
DOLLARS
FOR ACCT.
RECEIVED_—_____ ___ APPROVED

o 2%’?9




4. Write in the exact date the
voucher is written.

5. Enter the name of the pavee.

6. Enter the amount in figures.

Petty Cash Voucher
No //8 DATE&le.a_é
TO $
DOLLKRS
FOR ACCT.
RECEIVED—_____ APPROVED

Petty Cash Voucher

vo (/8 _ patE_275 1386
ro_Robert bestern s

DOLLARS
FOR ACCT.
RECEIVED—_______ APPROVED —_

Petty Cash Voucher

NO M. DATE i 1086
10 _Rober [Jesterr. s 90

DOLLARS
FOR ACCT.
RECEIVED______ APPROVED

280

24
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Petty Cash Vouch
7. Enter the amount spelled out. etty Cash Voucher

NOM DATE&IQ_a_é
ro Robert Westene s .90
M‘nei‘,v cents —— DOLtAKS

FOR ACCT.

RECEIVED—  AP’ROVED

ihi Petty Cash Vouch
8. Enter a memo describing the € oucher

purchase. 4
NO /18 DATE_L’5 19_8_6

10 RoberT Westerre ¢ .70

A//’qefll/ cevifs — omATs-
FOR ﬁrpoﬁ I%rk.'ng ACCT.

Q RECEIVED— _________ APPROVED

3. Refer to the chart ¢ accounts Detty Cash Chart of Accounts

and accompanying explanation
to determine the account to be Acct. 3108 Adventising Expense
charged. advertising flyers, printing

Acct. 3109 Cffice Supplies Expense
typewriter ribbons, filing supplies

Acct. 3110 Postage Expense

~+~¢t. 3111 Miscellaneous Expense
toli, airport parking,
refreshments for visitors. 1




Petty Cash Voucher
10. Enter the account number from

the chart of accounts in the

space provided. o _[18 oate 2791086
TO Robert (AjeS'ferm_ s ¢ 90
Ninety cents potiARs—
FOR m acer. 311/
RECEIVED ______ ___ APPKOVED . . ..

i i i Petty Cash Vouch
11. Obtain an authorized signature eity Casa Youcher

for the voucher.
No /18 pate_275 1986

o ober] lJestern. ¢ .70

/l//'ﬂef:!/ Conts ———— pouans-

FORAI'LMEL%LKL'{:}_ acer. 3l

RECEVED_______ aprrovep Lo/ niele

12. Open the petty cash box and
count the dollar bills and change
needed.

NOTE: See Skil! Sheet 1 for
practice in making change.

282
26




13. Deliver the money to the payee.

14. Ask the payec to sign the
voucher in the space marked
“RECEIVED.”

15. Tear out th~ original of the
voucher.

ClericaliSecretarial Supplementary Units

Banking

Petty Cash Voucher

No 118 _ pare_2-5 w86
o [ebert lestern 4 .90

/V/‘ne%y CesTs ——— pouans-

FOR AL’L’,@_LZ_KWKQ_ acer. 3/

ReCEIVED Rele-Westem ppprovep £ 77Uk

283
27




[t

16. Staple the receipt to the petty =

cash voucher. sttous |7 Cash Voucher
Alrport
pare_2=5 1386
0 ern $ .70

. 3 86
Feb.3 \’nTS
Thank You

—BoLLARE—

2/'(!7)? ACCT. 3/ l l
RECEIVEDRL Westvn. approvep £7¥nick

17. Place the voucher in the petty
cash box.

NOTE: Lock the petty cash
box if it is company policy.

DO SKILL SHEET 1

284 ®
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(] ~ Banking
Skill Sheet 1

Directions: Read through the following information on making change and solve the
problems listed at the bottom of the page.

Making change has been simplified by cash registers that calculate the amount of
change that should be given to the customer. In order to do this, the cashier enters the
amount of money offered by the customer and subtracts the amount the customer owes.
The cashier then proceeds to count out the amount of change by starting with the largest
denomination of currency and coins available and working toward the smallest.

Whenever an authorized office worker needs to give out money from the petty cash
box, the process is similar. Two examples of making change are presenced here,

1. The sales manager gives you a receipt for the printing of advertising flyers. This
means that he has paid the printers, and he needs to be reimbursed for this
company expense. The amount of the receipt is $14.89. The sales manager
should be given one ten-dollar bill, four one-dollar bills, three quarters, one dime,

‘ and four pennies. (510 plus $4 plus $.75 plus $.10 plus $.04 equals $14.89.)

The following form may be helpful:

Change Needed | $20 | S10 | S5 | $1 | .25 | 10 | .05 | .01
$ /4. 69 / 41 3| / 4
~ 5.50 112

SIS TEIINIES

2. The newspaper girl brings in today’s paper. It is also time to pay for the
monthly subscription. Ths cost of the subscription is $6.50. The newspaper girl
should be given one five-dollar bill, one one-dollar bill, and two quarters.

Problemes: Fill in the form provided abcve (lines 3 - 5) with the denominations and coins
that would add up to these amounts: $8.45, $21.43, and $13.54.
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t

Q F. Steps for Completing Deposit Slips

1. Clear work area.

2. Assemble equipment.

Currency roins Rubber Stamp Calculator
— "1 e o T on -
S1rOUT TeCuly [cam .:::. r: m: a’ 9
——— . WS Zes7 u ‘
i lpgtyed o ——— s
- \ e int o AN Dirsrsinamce Co, S[CTT, ]
= .-v CL AR S A = 7%(’0—‘_— Dottars s
Sooon Gousy Bark rrobor sl
314 North Rervey
Shoston, MO C0L Saexton, MO $3004 . -—
0 - 0 133 L I memo gffice Lyuipmortt Chrio MNalore _%D.)m
20 MLy ALY ]‘_—._J

Deposit Slip
Checks for Depositing

3. Sort the currency into
agenominations.

4. Put all faces on currency up for
gase in counting.




-

5. Determine the total value of the
currency.
(3 tens) $10 x 3 = 830
Bfivess $ 5 X 3 = 15
Gones) $ 1 X 5 = 5
total value = $50
i
6. Enter the total value of the casy Evrrevey [ 570 T6 0| R
currency on the deposit slip. | __con ;

80-105/815

TOTAL FROM OTHER SIDE

USE OTHER SIDE FOR
TOTAL JADDITIONAL LISTING

#] Less casu receven

BE SURE EACHITEMIS
NET DEPISIT FRECPERLY ENDORSED

7. Sort the coins into stacks of
quarters, dimes, nickels, and
pennies.
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‘ 8. De_termine the total value of the
coins.
(4 quarters)$ 025 x 4 = $1.00
8dimes) $0.10 X 8 = .80
(10 nickels) $ 0.05 x 10 = .50
{11 pennies)$ 001 > 11 = 11
total value ='$2.41

9. Enter the total value of the

. . . CURRENCY
coins on the deposit slip. CASH oo
Nanl CIIEAY WA Y
80~105/815
TOTAL FROM OIHER SI0L
() TorhL LSS
B uss casm kearnen
HBE SURE EACH ITEM IS
NET DEPOSIT PROPERLY ENDORSED

10. Stamp each check with the
restrictive endorsement.




11. List checks individually. ldentify
them by name of bank or by
the number 'vritten as a

fraction in the upper right hand

corner of the check.

NOTYE: If there are more than
3 checks, list them on the
back of the deposit slip or lis
them on an adding machine
and attach the tape to the
deposit slip.

t

CURRENCY 50
CASH — 7
TIST CNLERS SING Y
£60-/07 52
TOTAL FROM OTHER SIDE
TOTAL

LESS CASH RECEIVED

NET DEPOSIT

80-105/815

USE QTHER SIDE FOR
ADDITIONAL LISTING

BE SURE EACH ITEM IS
PROPERLY ENDORSED

288
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12. Total the deposit slip. OEPOSIT TICKET

LURRLAY S Ooloo]
!CASN = 177 -
Waestern Suppliers Corporation “id ' s21/7
118 Malone Avenue 8-10/729 143965 |42
Slkeston, MO 63801 0-105/813
ot
0ATE 19 JotaL 4501 (00 [abiiaciand
e manie
Ty NET DEPDSIT st v Lasati

Sikeston County Bank
314 North Ranney
Sikeston, MO 63801

70 111 e

i ANCERS AR IR OIS A RICLARD s & A4 ST gL B0 1l FUA PR U 58 gt e 14 W BAL 1000 3 AN APHLA Bt LA s B 480V AL

i .
13. Fill in the date of the deposit. DEPOSIT THCKET —
CON
Wastern Supplisrs Corporation -1
118 Malona Avenus 0- 100/ 727
Slkeston, MO 83801 201057815
VOIAL F ROM OVl & Yt
owe Jamueny 2, 126 [ow IFsor onlummes
# o imnanto
0 WO PET FUR (2 UMD W NS08 NET DEPOSIT #n’:’"lll"‘?:&“:
Slkeston County Bank
314 North Ranney
Slkeston, MO /3801
0 i W
T ORIKS AVS 6THL 1T AR RECTALS FOR SLIOLT wri{T PO TIE PROVIUONS OF THE yasfnere { DAt 21100 10N O ANY APLACABTE 1000011008 &0 RO(IS

14. Enter the total in the check no 226 pate

stubs or check register. PAYEE
FOR
AMOUNY

BAL. BROUGHT
FORWARD M

—— > DEPOST . £501.00
SUBTOTAL __60 67.24
AMT. OF CHECK

BAL. CARRIED
FORWARD

L e e o

’ 3

El{fC‘ g5 <30

Aruitoxt provided by Eic:
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C. Steps for Reconciling Bank Statements |

1. Assemble the necessary

equipment.

Banking

85
1-2082

g M
NO _'éi— DAI@\ Federal
P

AMOUNT

eRouGHT 3§, 7L
akéonwkw

F CH
AMT‘O amen

miw .
FOR W

4
oer0ST —377g2 . 11
SUBTOTAL £k ;0_//'9—0—

Chrak Stubs

Calculator

Sample Bank Statement

Sxerce Counry Banx Memder 1DIC
Ve Narh Ransey Tel 314254811
Skewen, MO €31 Pgelt
‘Werern Suppbers Corporason Dare 01r12/36
118 Maone Avarve At Ko T0tLe
Sreroa MO S3001
Sampnary
Saance Las Surenom 12722188 43857 -
1 Dopok 4/Orher Credas 32402 -
13 Checa’Odet Dadea CHIE
3 Sernce Charges 1500 =
Barce oM 1TIce
Chocks Depouw Dure. Balence
Check 120 44817 na 00
33603 nua 331303
Ok 111 10180 13 aNne
Check 123 12742 um 304393
Chack 128 €37 18 1w anusn
Caeck 131 8118 (30 20884
Qucr sl NK ons 1%
Qi Q8 otce 198411
QX 13 100.33 o 148339
Caack 138 3838 o108 1mn
QueX 1N 1.8 o113 L0837
Ohack 10 208 317+ 1718
Sarvice Charge 5.0 ouns 118
Weow Chacks 1000 e Lmis
Crack 14 a1 s LTI

Bank Statement

|
LLrotet TicRLY - "::.
ion ‘
113 Mator.s Averue
00t -
M— o Rt
. T DI PO ;‘.l"'-::-!-
Shueron Sark
314 North Renney
Sieston, MO 62601
L]
- 70 M1 b ._J

Blance Shown on

Add Deposns Nox

Reconcllement Form

on Sumermere 3.

S &

Subzact Checks lusved
Bt Not on Steterment

E3

3
3 [0 I S
Add Any Depouts
Not Alresdy
Ineredin
Checkdook ———.

| L

Charges and Othet
BanX Churges Nou
WOMcibosk 8
Tow) —_— To &,
Balence Baace S
Reconcilement Form
Western Supptiers Corporstior 120 u.
s.n‘-:o:.‘ st 300c 2 1 w85 "\

"oy Frint It Quick

Saosior County Sam
31 Nt
Sk esion, MO 63001

Memo )

sfrez
7

et ' 2 Doitars

Mag Wopmi

20 315 &R

Cancelled Checks




2. Look for the account summary
information on the bank
statement.

ik ik ko ook ik Account Summary Information sksirickiioriodk koo iokkodok

Balance Last Statement 12/17/88 455.17 +
1 Deposits/Other Credits 3,264.02 +
12 Checks/Other Debits 1,927.11 -
2 Service Charges . 15.00 —

Ending Balance 01/17/86 1,777.08

3. Check to see if there is an
amount listed under “Service
Charges.”

Sk doikok ek ek dokaknickokkoocrickicoxx Account Summary Inforﬁationmmﬁm—*mkﬂmm*%

Balance Last Statement 12/17/85 455.17 +
1 Deposits/Other Credits 3,264.02 +
12 Checks/Other Debits 1,927.11 — »
(2 Service Charges 15.00 —)
Ending Balance 01/17/86 1,777.08

B e e o e B S e e e e

4. Enter the description and NO oate 2-/0-86
amount of the service charges pni%eeﬁéﬁaqeugfim

in the check register or the last o _EZ01. 67

check stub.

Check 140 2.09 01/13 BAFL‘.’:?”%%H“M’——T‘; Seo.2t
H ecC B DEPOSIT _Lp27 7 f¥ ¥
5. De_duct these service charges to e hares 500 01/13 oepos— B
bring the checkbook balance up New Checks 10.00 01/14 AMT.OF CHECKZ2R- 07
to date. Check 142 15.10 01/16 Se'w';g::gs—i'ﬁ-
S oRWARD L4215

33
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‘ 6. Locate the “Ending Balance”
shown on the bank statement.

Tekcdehidodciekdaknkk iekdnkeokolabielen ek Account Summary Information sk banirkooediokiokokokoiokiokk

Balance Last Statement

12/17/85 455.17 +

1 Deposits/Other Credits 3,264.02 +

12 Checks/Other Debits 1,927.11 —

2 Service Charges 15.00 —
Ending Balance 01/17/86

( 1.7177.63 )

*
Fkddkdnkoknkiicidcdcalckkeicidakcickcicickdaiakdciioiokakeiokoiok ok ok eiok dokoiekdrickdkodokodokdokeiekeiokokode ik ik itk ook ntetededok

7. Turn the bank statement over

to find the reconcilement form -
provided.

"mﬂ ————
Salance Shown o8 _—
)u\.lmcmu I

Dapows N
m“ﬁumﬂ $

Satoitd S

. xm:‘mhhﬂ“
But Not o Suatement

Balance SOWROR o
RO B

Add Any Deposts
Noa Already
Ercatedin [

— st

e

PRONRE S

8. Enter the ending balance in the

Reconcilement Form
space entitled “Balance Shown
on Bank Statement.”

Balance Shown on

Bank Statement $ /777 . 08

Adv Deposits Not
on Statement

Penod

Subtctal $

39




9. Pick up the stac« of cancelled

checks. Sort the stack into e
. . avontions o -
Deposit slips and cancelled 110 Walona Arence
r\ k Sikeston, MO 03001 »nin
checks. e [A]22 Y I e v CET TR ES
N\ o
- N1 C1rOst 37 bY jo2. [mmstisniien
Bixeaton County Bank
314 Horth Ranney
Sikeaton, MO 63801
- 0 L e
payto m«: W; DoMars
s W
4
md .
Sikeston xgx S:Y"k 7/’
sa\l:::vn MO 63301
et 10301 70 b b BN
10. Compare each slip with the
check stubs or check register.
NO 121 DATE ’2'20'85 OLrOSIT TICKEY Tovearas
PAYEE Clonial Federal At}
FOR __Rent Ere Suppliers 3zpY
AMOUNT _[2f. g0 é‘.f.'.‘.ﬁ”&éw st
DAY /Z/ZZ 25 S wmnlmlioc
BAL. BROUGHT 210 t 19. . .....,-:':-nu- 326402 (i
FORWARD _—264. Z"Z . N1 DUFOSH 326, 7 dzl..;.‘.'.'.‘:::';':.':
DEPOSIT
susToTAL _3,582. 74 3t Nonh e
AMT. OF CHECK f9/. 60 Sixeaton, MO 63801
AL 3451 14 10 143 ke

254

40




11. Place a check mark on the check
stub or check register for each
matching slip.

12. Search the check stubs or check
register for any additional
deposits.

13. For each deposit that does not
have a check mark, enter the
amount on the reconcilement
form in the space entitled “Add
Deposits Not on the Statement.”

Clerical/Secretarial Supplementary Units

Banking

No 121 pate J2:20-85
PAYEE Lofonial Federa]
FOR _[Rent Fee
AMOUNT __/0/- 60

BAL. BRGGHT
FORWARD __ /8. 22

oeposit Y 3,264. 02
susToTAL __3.582- 74
AMT. OF CHECK /0 /. 60
BAL. CARRIED

FoRWARD . 3. 481 . 1 £

NO ——_ DATE
PAYEE
FOR
AMOUNT

BAL. BROUGHT

FORWARD 566 . 24

DEPOSIT 4,501 - 00
5‘"{;,‘;,¢r,cs l15. 00

AMT. OF CHECK _299. 09

BAL. CARRIED
FORWARD 5. 813.15

Balance Shown on

Bank Statement $ /.777- 09

Add Deposits Not $ 4| 50 /.00

on Statement

Subtotal $




14. Add the “Balance Shown on
Bank Statement” to the deposits
and enter a Subtotal.

15. Pick up the cancelied checks
again and arrange them in
numerical order.

16. Compare the checks individually
with the check stubs or check
register to be certain that the
amounts are identical.

Balance Shown on
Bank Statement $__ /) 777, 06
Add Deposits Not
on Statement ’i", 501. 00
Subtotal $ é/ 27 8 08

Wastern Suppliers Corporstion
110 Wpiens Aveave
Saesion Masow 63001

L_wfs

Waestern Supph s Corporation
118 Malore Avenve
Shenon, Wisoun 63508

"

122
LnfE

Wastem Supptiers Corporation

118 Maione Avere
(o yabt22ngs
Wattem Suppllers Corporation

121

Shesion, Masout £3001
120
Wiy G'Dl&:bﬂ‘u&
"Lovs _Bint 1+ Quick s(Tee )
Frwrissendaed Ftly S omd Yioozz- o
Baveten, U0 3001

$aae00n Connty Bare
v sblessdnics  Conelymtloo Mok

70 141 LN

314 North Rannay

L &

PAYEE
FOR -
AMOUNT. f0[- 60
BAL. BROUGHT

FORWARD . 3/8+ 7 2~
DEPOSIT _&%
sustor/L 3,562 . 74
AMT. OF cHeck /01, 60_

o 34811 ¢

Wostern Suppliers Corporation

118 Malone Avenue
Sikeston, Misscurl 63801
Pay to tha

order of M«/ 414&/) d
Ot by ot ove and * Yoo

Sikeston County Bank
314 North Renney
Sikeston, MO 63801

Memo M':"LL

Acdt. 2031/

70 ML

Mwﬁ
$I/0/- @ I

Dotlars

124

LotolynHoe Movuch.

42 236
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‘ 17. Place a check mark on the chieck
stub or check register if the
cancelled check has been cleared
by the hank.
no 421 oare 12-2.0-85 Wastern Suppliers Corporation 121
:QLEEW Sinetton. Smvoun 65801 Decernhirit e 8
amount _f0[-60 Pazf:;:'lr; M?ua/ :;leu sz
. ... 7)
BAL SROUGHT 3/, 72 O b dred ove ond *Y00 oo
oeposiT —_2Zbf. 02 ST ot ooy
T _315_Q2‘_:7_ Sikeston, MO .
—_— w1, oF GHECKV L0160 v Bend 1L Lorolun Wae Wlemch.
M I 4
R TR I
18. Locate the “Checks Issued But reomcerment Tor
Not on Statement” column on
the reconcilement form. R —

(Y Saerment

Ket
Wb'«';..::ron 1 e

‘ )

Subtract Checks Issued
But Not on Statement

19. For each check that does not o s
have a check mark, enter the 127 | _4[.39
number of the check and the (371 28-50
amount of the check in the 1451 A2
“Checks, Issued But Not on (45T veided
Statement” column. 1401207 0F

‘ Total

Lo

as  R97




20. Determine the total value of the
“"Check Issu2d But Not on
Statement” column.

21. Subtract the checks from the
Subtetal to determine the
corrected bank balance.

Subtract Checks Issued

But Not on Statement

No. $

_/:.9 .39
28.50

e

ﬁ .00

| voided
IL% 2097, 09

Total

£24 .93

Reconcilement Form

M Semen s_1,177.08

Addl:;g_onuNos s 4’501 .00

Subtaa) 6:2—7% OB

Subtract Checks lasued
But Not on Sutement

No. $

129 4. 39
137 28. 50

(441 105. 00

| veided
ﬁi_ 201¢. 0%

Toul 424.7%
" 5843.15

\ [

Balance Showm on
Checkbook

2dd Any Deposits
Not Mready
Exfered in
Checkbook

Subtow!

Subtract Semice
Charges and Other
Bank Charges Not
In Chackbook

Total

Balance

288
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22. Enter the ending balance
from the checi<book.

\
\
\ Balance Shown on
“ Checkbook glév.fz ’é .

23. Compare the ending balance of the checkbook with the corrected bank balance.

The amounts should be the same.

Balance Shown on
Bank % ent

s 1,7177.08

Re~~ncilement Form

Period to )

Add Deposits Not
on Statement

$ 41500: 90

Subtotal $ 6,277 06

Subtract Checks Issued
But Not on Statement

No. $

Balance Shown o

Chackbook
/29 4]. 39
137 28. 50
141 /17.25 Add Any Peposits
143 32.70
14§ voided
46| 207. 0%
Subtotal ¥
Subtract Service
Charges and ¢’ her
Bark Chargoes Not
in Checkbook 3
Total 4—7)4“ 75 . Total s
Balance 58 +3' /5 299 Balance $
a5
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' Banking
Unit Review

Directions: Answer the following questions using the blanks or forms provided.

1. Study the bill shown URION ELECTRIC PO BOX 523 ST. LOUIS, MO_63166
here and enter the [ "¢ Malen2 Ave. Ao
data requested. VTS TTE S A M T . \
PREV. ROG. | PRES, ADG. | SERVICE USE |cove SERVICE AMOUNT
212 0308 FUWTWTIR 9B 1b, 77
71017732890 2873[EURES 0N 1l22!'2Y
SIKESTON TAX ?:13
SALES| TAXE|S 2!1k
|
]
1
]
1
1
]
]
]
:
ove rv | 1N L0112 2 “|101AL S 1,5341
ACTUAL METER READING
‘ CORRECTS PREVIOUS ESTIMATE w
[o]
CONSERVE ENERGY - INSTALL 7
INDIVIDUALLY CONTROLLED 2]
HEATERS - IN A COMFORT ZONE. E Westein Supplies Corporation
E 3777122055007
[ [77l22055007] [0015330]
ACCOUNT NUMBER TOTAL DUE 153.30

a. The due date is:
b. The minimum payment due is:
c. The account number is:
d. The villing date is:

2. Prepare a tickler card for the bill
in Question 1.




3. Prepare the check stub and check for the bill in Question 1. Use check Number ‘
147 and January 13 as the date.

SUBTOTAL Sikeston, MO 63801

AMT. OF CHECK

BAL. CARRIED
FORWARD

Memo

1
H Waestern Supptiers Corporation 147
]
NO DATE i 118 Malone Avenue
PAYEE : Sikeston, Missoutl 63801 —_— e
FOR 1
AMOUNT I Paytothe
| orteror s ]
|
BAL. BROUGHT 4 / 80 / 0! Doliars
.
FORWARD ——— = ; Sikeston County Bank
DEPOSIT | 314 North Ranney
1
1
1
I
t

70 3 L L

4. The following receipt was presented by Ms. Western for a new diskette file.
a. Prepare the petty cash voucher. Use No. 122 and January 13 as the date. .
The account number is 3109.

LOWELL'S
YOUR RECEIPT THANK YOU NO DATE 9 °
71014 6 16 799 T — $
DOLLARS
8854773 1 :
1o -
48 ATX
850 ATD RECEIVED ____________ APPROVED
05 Co0
113186 1CSH 845 TID

b. Indicate how the change would be prepared.

How many $10s?
$5s?
$1s?

quartars?
dimes?
nickels?
pennies?

|
|
\
|
|
1
l
]
|
|
|
|
Petty Cash Voucher l

T

0] ‘
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In today's mail, you receive three checks. Prepare a deposit ‘slip. The checks are

for $234.18, $560.59, and $98.33.

OEPOSIT TICKETY

Waestermn Suppllers Corporation
118 Ma'one Avenua
Stkeston, MO 63801

Jcurgincy

CASH [ con

TOTAL FROM OTHER $0L

8-105/815

DATE 19 TOTAL prddha R i
L1538 CASK RIKEVLD

SN FEET TOR CAWS S1((MD (f TTQUIND) NEV DEPOSIY ﬁ&"u‘&‘f%&?z%
Stkeston County Bank
314 North Ranney
Slkeston, MO 63801

70 bk 4
-l OWCES An0 OTXIR r1(uty ALE RICTTyIS FOR DIPONT SLEICT TO THC PROVIVENS OF I UMINe U L Cuul a{ 1M 008 ON ANy ALsCamt 1AL ICHOR o1 R MENT

49

302
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Performance Checklist

has successfully performed the following steps of procedure.

Organized Payments

LYes' No | comments

Identified and assembled equipment

Qpened incoming bills

Determined due date

Ead bad i o

Prepared a tickler card if due date was more than S days
away

Checked the tickler at the beginning of each work day

o

Used procedures manual to determine whether to prepare
a check or petty cash voucher

Paid Bills by Check

lYesI No l Comments

Prepared check stubs

Prepared checks

. Secured authorized check number

B o

. Correctly placed check and return portion of statement in

the return envelope

. Wrote or typed a return address

Pald Bills with Petty Cash

]Yes| No | comments

=

Prepared petty cash voucher

Secured an authorized signature for the petty cash
voucher

w

Counted change to give to payee

. Secured payee’s signature

Performed Banking Activities

IYesl No [ comments

Completed a deposit slip:

sorted currency into denominations

entered the value of the currency

sorted coins into quarters, dimes, nickals, and pennies

endorsed each check

entered checks singly

identified each check by Eank name or code number

detsrmined the total of the deposit slip

supplied the date of the deposit

en:tered the deposit in the check stubs or register

Reconciled a bank statement:

deducted service charges from checkbook balance

entered the ending balance from the bank statement on
the reconcilement form

sorted deposit slips and cancelled checks

compared the deposit slips with the check stubs or
register

entered the amounts of outstanding deposits on the
recrncilement

adued outstanding deposits to ending balance

entered a suibiotal

arranged cancelled checks in numerical order

compared the cancelled checks with the check stubs or
register

entered amounts of outstanding checks on the
reconcilement form

totalled outstanding checks

deducted outstanding checks from the subtotal and
entered the corrected balance

compared corrected bank balance to checkbook balance

303

Satisfactory - Should Move On O
Repeat This Unit O

Student Signature/Date

Instructor Signature/Date 51
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Incoming Mail

@ incoming Mait
introduction

Since more mail is sent each year, office personnel who answer incoming mail more
and more need the help of other office workers. Clericalisecretarial workers are needed
to open the mail, time stamp the mail, attach enclosures, and prioritize incoming mail.

This unit shows you equipment, supplies, and step-by-step procedures for handling
the mail which is received by a business.

Unit Objective

After completion of this unit, you should be able to demonstrate procedures for handling
business mail. :

Specific Objectives
After completion of this unit you should be able to:
0 1. Demonstrate how to open business correspondence.

2. Demonstrate how to attach enclosures.
3. Decide when to attach envelopes.
4. Decide when to write an entry in the mail register.

5. List the priority of business correspondence.

Are You Ready?

Check the statement which is true for you.

| want to study the information | can do the tasks and |
in this unit before doing the am ready to do the
Performance Checklist. Performance Checklist.
TURN THE PAGE
AND BEGIN SEE YOUR INSTRUCTOR
k.

q 305
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Terms and Equipment Needed for Processing Incoming Mail
Terms

Correspondence - |etters or other items which circulate through the mail

Enclosure - an item, such as printed material, inserted in an envelope or
package along with a letter

Enclosure Notation - the word “Enclosure” which is typed under the reference
initials on a letter to show that an enclosure is being sent with the
correspondence

Mailing Notation - words such as “Registered” or “Confidential” which appear on
the envelope below the return address and on the stationery below the date line

Mail Register - a form used in recording information about incoming mail
whenever:

* An enclosure notation was typed but no enclosure can be found

» The correspondence was sent byCertified, Registered, Insured, or other
special delivery mail services

» A shipment, which is mentioned in the letter, is being sent separately

Postmark - the date stamped on the envelope when the postage is stamped by
postage meter, or the date stamped on the envelope by the post office

Priority - order cor rank of importance with the highest priority or rank being
the most important or urgent

Return Address - the address of the sender which may be found in the upper
left hand corner of the envelope. The sender’s address is also shown in the
letterhead.

306




Equipment and Supplies

Letter Qpener

Date Stamp

Paper Clips

walt “_“‘“ et
. e
; s
'_ \
‘ \ e
. :" -
"
Mail Register Tape Folders
3 N 4
J0Y

o
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‘ B. Steps for Opening Incoming Mail

1. Clear your work area and
assemble necessary equipment
and supplies.

Letter Opener

Paper Clips Mail Register Tape Folders

2. Sort and stack mail according to

‘ Size.

CAUTION!

Do not open envelopes
marked "Confidential” or
"Personal.” These envelopes
are delivered unopened to
the person to whom they are
addressed.

3. Turn envelopes face down.

4. Open the envelopes by inserting
a letter opener under the flaps
of the envelopes or by loosening
Q the clamps on manila envelopes.
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e C. Steps for Handling !Incoming Mail

1. Pull out the contents of only
one envelope at a time.

2. Unfold the letter.

NOTE: -
Use trar‘sparent tape to mend
a letter if it was torn when the
envelope was Opened.

Q 3. Set the date on the date stamp
for the current date. Stamr the ‘
pizce of correspondence with
the date.
Now is the right time to consider investing more of
4. Look for enclosures and Mooy Hest vear 1o ovponeed oo be even berters "
endosure nOtatlonS We appreciate your interest in our organizatiion and
having you as a major stockholder in the many years
‘ 5. Place a check mark ( v/) to the sincerely yours,
left of the enclosure notation AIR UNITED, INC.
when the enclosure has been S e b/l
included in the correspondence. Lee Willlans, President
‘ urs
\/ Enclosure
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6. Write "No” in the margin to the
left of the enclosure notation if
the enclosure was not sent.

7. Clip large enclosures to the back
of the correspondence. Clip
small enclosures such as checks
to the: front of the
correspondence.

you raquest, we can usually order it for you and have
time.

If you wish, you may order by maii by using the enclc
by phone are also accepted.

Visit our store and gee if you don't agree that we ha
selection of office supplies in the area.

Sincerely yours,
BASTERN OFPICE SUPPLY COMPANY
Nary Browne, Sales hanager

urs

A/ 0 Enclosure
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D. Guideiines for Deciding when to Save Envelopes

Attach envelopes to the
correspondence when:

1. There is a difference of ten days or
more between the date typed on
the dateline on the letter and the
date in the postmark.

2. There is no typed name of the
sender.

3. A legal document, such as a
contract, is enclosed.

pepruary be 1986

¢ the apArEREnt yos

o ol 6. As you
to Lngil;:b{e apeid ‘..‘{9(?‘9 e e
e “:t contract regeisd
O‘:;% geice

. °
L oA
'Jnun —

ard to

a look forv o
{ence &N write

e Y Li:::nce: goel free 0

jer 288 L onts. VOUTS?

. 8111 Lowe
"‘;” st End Bouleverd
Setlngtiend, 10 63802

Dzt e, Lowst "
ate intets!

that the epartment you ot et

boderten : ::?-um’?mu 1, 1986, A8 ’T‘ nqmw“‘ '. 8t
:\clmu"i -l:lw”" contrect roquirisg your 8 gna 1ease

the rmﬁm to our office.

Look forward to yout sove. [If we 087

we sgpreciets your patience s te oc call out offioe.

1
of any further essiotance, feel troe to VI
sinoerely yours.
ALS RUBSDET COMPANT

Stene:

X

4. There is no return address on
the stationery.

5. An enciosure is missing.

NOTE: If in doubt, save the
envelope.

-
-
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' E. Guidelines for Deciding when to Write an Entry in the Mail
Register

1. Scan the contents of the letter
for:

¢ special mailing notations

e comments about shipments
being sent separately

2. Record the correspondence in
the mail register when:

e an enclosure notation was typed
but no enclosure can be found

e the correspondence was sent by
Certified, Registered, Insured, or
other special delivery mail

’ services

¢ a shipment, which is mentioned
in the letter, is being sent
separately




F. Steps for Prioritizing Mail

1. Place telegrams and letters
marked “Confidential” or
“Perconal” in a folder labeled
“Priority Correspondence.”

2. Place letters, memos, and bills
along with their attachments, if
any, in a folder labeled
“Correspondence.”

3. Place newspapers, brochures,
magazines, catalogs, and other
correspondence In a folder
labeled “Other Correspondence.”

DO SKILL SHEET 1

Clerical/Secretarial Supplementary Units

Inconiing Mail
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incoming Mail

Skill Sheet 1

Directions; Answer the following questions.

1.

10.

1.

The postmark on the énvelope is October 10. The date on the letter is October
10. Would you attach the envelope to the letter? O YES O NO

The postmark on the envelope is October 10. A Bill of Sale accompanies the
letter. Weuld you attach the envelope to the letter? O YES O NO

The typist does not type the signer’s name, but the signer signs the letter
anyway. Would you attach the envelope to the letter? 0O YES O NO

The writer types the letter on plain paper and forgets to type the home
address. Would you attach the envelope to the letter? O YES O NO

The sender forgets to send the enclosure. Would you attach the envelope to
the letter? 0O YES O NO

The sender forgets to sign the letter which is dated October 10. The envelope
is postmarked October 17. Would you attach the envelope to the letter?
0O YES O NO

The sender includes a Lease Agreement with the letter typed on plain paper.
The sender's name is not typed on the letter. Would you attach the envelope
to the letter? 0O YES O NO

The letter mentions a shipment to be sent. Would you register the letter?
0O YES O NO

The correspondence is a telegram. Would you register the telegram?
0O YES O NO

The memo mentions an attached report, but the report is not in the manila
envelope. Would you register the correspondence? 0O YES O NO

The package is sent by Insured Mail. Would you register the package?
0O YES O NO
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Incoming M-l
Unit Review

Directions: Circle the best answer for questions 1 through 5.
1. Which example shows the correct way to open business correspondence?

a. b.

2. An example of a mailing notation is:
a. “Registered”
b. “Postmark”
c. “Return Address”

3. The enclosure notation is typad in this location:
a. between the date and address
v. below the reference initials
c. in the upper left corner of the envelope

4. Small enclosures are attached to correspondence
a. by clipping them to the front of the letter
b. by stapling them to the bottom of the letter
c. by stapling them to the back of the letter

5. Which of the following examples does NOT need to be noted in a mail register?
a. a letter sent by First-Class Mail
b. a letter sent by Insured Mail
C. a letter which indicated that a catalog was being sent
d. a letter which indicated ari enclosure but the enclosure was not found

6. List two examples of incoming mail that would be placed in a folder labeled
“Correspondence.”
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‘ Incoming Mail

Performance Checklist

Student has successfully performed the following steps of procedure.
incoming Mall Tasks ]Yesml comments

identified and assembled equipment

Sorted and stacked mail according to size

._Did not open confidential or personal mail

Used letter opener to open letters

Inspected the contents of one envelope at a time
Unfolded the letter and inspected for any cuts
Checked the date on the date stamp

Stamped each piece of correspondence

Inspected correspondence and envelope for enclosures
Placed check mark next to enclosure notation
‘Wrote “no” when enclosure was not found

. Clipped large enclosures to the ~ ~ck

. Clipped small enclosures to the front

. _Attached envelopes to mail when appropriate
._Registered mai! when appropriate

. Sorted mail in proper folder for delivery to
correspondents

-] o | | |y
S T SR ) A R B EN T (N P

E Satisfactory - Should Move On O
Repeat This Unit O

Student Signature/Date Instructor Signature/Date

(— 316
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‘ Outgoing M.ail
Introduction

The average cost of a business letter is more than $8.50. Therefore, it is very important
that clients and customers receive business correspondence in a timely manner.
Secretariallclerical employees can help insure that each piece of correspondence reaches
its intended receiver by keeping accurate, up-to-date mailing lists of customers and by
processing outgoing mail correctly.

This unit shows you how to use the Zip Code Directory and presents the supplies,
equipment, and procedures for processing outgoing mail.

Unit Objectives

After completion of this unit, you should be able to correctly process outgoing mail.

Specific Objectives

[ G After completion of this unit, you should be able to:
r 1. Select the appropriate envelope.

|

|

|

|

2. Correctly prepare envelope and correspondence for mailing.
3. Weigh and determine correct postage for First-Class Mail.

4. Use a Zip Code Directory.

Are You Ready?

Check the statement which is true for you.

| want to study the information | can do the tasks and |
1 in this unit before doing the am ready to do the
\ Performance Checklist. Performance Checklist.
‘ TURN THE PAGE
& TORN THE SEE YOUR INSTRUCTOR
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Terms and Equipment Needed for Processing Outgoing Mail

Terms

Classes of mail - Outgoing mail may be sorted by classification. The amount of
postage attached to the envelopes or packages depends upon the class of mail
used and the weight of the item. For example:

e First-Class Mail includes letters and post cards.

e Second-Class Mail includes newspapers and magazines.

e Third-Class Mail includes generally “advertising mail.”

e Fourth-Class Mail includes a package weighing one pound or more.

Mail services - Outgoing mail will receive special attention at the post office if
the sender purchases services in addition to postage. Some commonly
purchased mail services mclude Special Delivery, Insured Mail, Certificate of
Mailing, Return Receipt, and Overnight Delivery.

Postage - Stamps, a postage meter stamp, or a postage meter label (an adhesive
strip) which is imprinted with a postage amount.

Rubber stamps - These devices are used for stamping words onto envelopes and

packages.

Zip Code directory - This book provides information about the Zip Code. The
purpose of the Zip Code is to help the U.S. Post Gffice Department deliver mail

more efficiently.

Equipment

Paper Clips

No. 10 Envelope

Manilla Envelope

Mailing Label
5319

Stamps No. 6% Envelope




=

Rubber Stamp
and Ink Pad

Postal Scales

Moisteners

i

Postage Meter

Postagé Meter

Mailing List

(D)~

Ds

™™

3
\ Property of U S. Postal Sewli/,

Rubber Bands

Third-Class Labels

Postal Tray

Zip Code
Directory
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‘ B. Steps}for Preparing Envelopes

1. Clear work area.

2. Assemble equipment.

Paper Clips Mailing List Window Envelope No. 10 Envelope
Manilla Envelope  No. 6% Envelope Zp Code Mailing Label Rubber Stamp
Directory and Ink Pad
3. Scan the outgoing mail, which
has been signed or initialed, for BRI g
enclosure notations or mailing O s, 0 45402
notations. (Also be certain that s ta
: pest Wr. TV tment you aze 10UAISEE
the appropriate number of + s to dntort 1,0 24,500 oo BT D
carbon copies or photocopied ?;;g;?:..;lii ool 'T,:T :: o yous s 1L 0
copies have been made.) e spsscass Yok LR U g 50 eltn 0 %
of any £uf stacetaly Youcss
A6 B HAUNEENT conet
Bt Sttn>—
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4, Staple or paper clip small
enclosures to the front of the
correspondence.,

5. Place other enclosures behind
the correspondence.

7. Prepare the typewriter by
clearing all margins and tabs.

.
w rpldt
P A Yy

S ad

e . -~

6. Choose an appropriate envelope.

To type a No. 10 envelope for outgoing mail. . .

10 15
Lttt bl

/1
% TAB <
CLR]] {
LOCK
0 5
10 A il
SET 12 A ety

TV Jrrrrprring
10 15 20

3
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¢
/]

8. Set a tab stop at 50 if you are
using an elite typewriter. (Set P TAB <—‘
tab stop at 40 if you are using /
pica.) /C‘
LOCK
SETé-— 3l_5_l‘|1t4|0|||l4155|||5|0
! L1 tirrypnrey]

N
45 50 55 60

9. Insert the envelope into the ] _
typewriter and space down to bR — 8

line 2.
e _y

> V-1 3
S YOV YT YY)

———————

——— e,

RETURN

323




10. Space forward three spaces from the left edge. Type the sending company’s name ‘
and address in block style. Use single spacing.

11. Return the carriage or “index” down 12 times.

12. Tab over to 50 (or 40) and begin the first line of the receiver’'s address.

10. 3 spaces

SCHLOSSER CONSTRUCTION COMPANY <—— line2
44 TNDEPENDENCE
CAPE GIRARDEAU MO 63701

11. 12 spaces

\Z
12. tab ~> MRS ROSANNE HILL

324
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13. Type the address in all capital
letters without punctuation, as

shown.
MRS ROSANNE HILL

149 WEST WALNUT
SIKESTON MO 63801

14. If the Zip Code does not appear
on the inside address of the
letter, consult your company’s
current mailing list. This may be
maintained on index cards,

’ photocopied lists, or on a floppy |;
disk. (If the customer or '
company is not listed, make a
note to add it to the list)
You may use a Zip Code
Directory to locate the
appropriate Zip Code.

NGS FORT WAYNE IN

15. Type or stamp mailing notations
such as “Insured,” “Registered,”
and “Certified” a double space /

below the area where the
o
/.
INSUREE .

postage will be placed on the

envelope.
Q 9 325
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insert it into the No. 10

envelope following the example
shown here.

16. Fold the correspondence and

1

|

L1

Place the
letter on a

flat surface.

Fold up the
bottom third.

Insert letter
Into
envelope.

‘/ Fold do

the top third.

U

Turn letter

sideways.

17. For window envelopes, fold the

correspondence in this manner.

Start with letter
turned toward

surface.

Fold down the

top third.

Turn letter over.

4_ - aFeur
WirLILrI e
-— ————y BATRIHTAL T
= . / ;
- i
LR AR

Fold the bottom

third up.

Insert inte
envelope.

Turn letter
lengthwise.

18. Prepare a mailing label.

To address a manilla envelope. .

10 326
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19. Lift the label from the backing
strip.

Clericai/Secretarial Supplementary Units

Outooing Maitl

20. Stick the label in the lower right
area of the manilla envelope.

NOTE: Either attach a return
address label or stamp it on.

21. Use a rubber stamp to indicate
mailing notations such as
“First-Class.”

L0 0354 Wt
4 P10
$leSom 0




22. Insert the correspondence.

If using No. 6%" envelope, type the address on the envelope in the following

manner:

23. Prepare the typewriter by
clearing all margins and tab
stops.

24. Set a tab stop at 25 if you are
using an elite typewriter. (Set
tab stop at 20 if you are using

pica)

4
,% A8 || €—
CLR /
LOCK
(I: 5 10 15
SET 10 A ol varabyraatba
I ]
24 , 5 10 15 20
<
i T
/1
TAB <
ILOCK
— 1 15 20 25 30
Lvas vl vl
< ey
20 30 35

12 328
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25. Insert the envelope into the
typewriter and space down to
line 13 from the top of the
envelope.

26. Tab over to 25 (or 20) and begin
the first line of the address. d Q

B H= 1
‘ N, V=

"

27. Fold the correspondence as
shown and insert into envelope.

fom—————

- = —am am &

a flat surface. half. Fold left third toward the center. envelope.
® |

DO SKILL SHEET 1

« R 329
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Skill Sheet 1

Directions: After studying the different types of envelopes shown here, answer the practice
problems that follow.

1. General correspondence is Baunreonc
usually mailed in No. 10
Envelopes.

M Comge e
e o

2. Use manila envelopes for
correspondence which should
not be folded.

3. Window envelopes may be used
with general correspondence,
statements, or business forms. L‘ﬂ::"__*‘""“’

4. No. 6% envelopes may be used
with paper which is less than 6%
inches across. General
correspondence may also be
sent in these envelopes.

_ BULK RATE
5. “Advertising mail” is mailed in US POSTAGE
envelopes which have been _ PAID
imprinted with the bulk rate Company's Name
emblem. Permit No.

15 330




Directions: Write the correct letter in the space provided. The answers may be used more Q
than once. Some questions may have more than one answer.

—— 1. A letter and 20-page report A. No. 10 envelope
should be mailed in this
envelope. B. manilla envelope

— 2. Aletter typed on 8"x112”
stationery would be mailed in
this envelope.

— 3. Adver sing literature mailed to
300 cu.tomers E. bulk rate envelope

—_ 4. Monthly statements sent out by
a florist’s shop

— 5. Apurchase order
6. A5'X 7" photograph

C. window envelope

D. No. 6% envelope
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’ C. Steps for Sealing Enveiopes and Attaching
First-Class Postage

1. Assemble equipment.

Moisteners Stamp Dispenser Postal Scaies Postage Meter Postage Meter
Label

2. Moisten the gummed edges of
the envelope flaps by passing
them over the moistener.

3. Press firmly to seal the
envelope.

CAUTION!

Be careful not to cut your
finger tips on the edge of
the envelope flap when
folding it.

6 NOTE:

Envelopes may also be sealed
by mechanical devices called
envelope sealers which are
helpful when bulk mailing.

17 332




4. If the pieces of mail weigh one
ounce or less, attach one stamp
to each piece, or pass the mail
through a postage meter which
will imprint the amount of
postage.

/P.3.METER -
2 ATT RN

5. Weigh heavier pieces of mail
individually. Attach the proper
amount of postage, or reset the
postage meter for the correct
amount of postage.

6. If the item is too thick to go
through a postage meter, print
the amount of the postage on a
meter label. Attach it to the
piece of mail.

DO SKILL SHEET 2
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outgoing Mail
Skill Sheet 2

Directions: After studying a postage scale and the postal chart shown here, circle the best
response for the practice problems below. (You will need postage scales to answer questions
1, 3,and 5))

First-Class Rates* for Pieces
Not Exceeding Ounces Indicated

1 OUNCE ...eeeeeeeseseeeesisiens $0.22

2 OUNCES......ooeviereirereerevsersersennes 0.35

3 OUNCES..c.ovvveriemirerrerrserserssnens 0.56

4 OUNCES...vrereveeeeeeeseersrsiseraesenan, 0.73

5 OGUNCES ..o 0.90

N B OUNCES......onerrvirnnscnnerrrcrrernaes 1.07
AY 7 OUNCES.....overeereiererreerierereerisiaens 1.24

Problems:
4. What is the correct postage for

1. What is the weight of a No. 10 the envelope describe and its

envelope and five sheets of

contents?

paper? a. $0.39
a. not more than one ounce b. $0.56
b. between one and two ounces c. S0.73

C. hot more than three ounces

5. What is the weight of a 9”x 12"
manila envelope and 20 sheets
of paper?
a. not more than one ounce

2. What is the correct postage for
the envelope described and
its contents?

a. $0.22 b. between one and two ounces
b. $0.39 c. between two and three
c. $0.56 ounces
d. between three and four
3. What is the weight of a 9"x 12" ounces

manila envelope and six sheets
of paper?
a. not more than one ounce

6. What is the correct postage for
the envelope described and its

b. between one and two ounces contents?
c. between two and three a. $50.22
ounces b. S0.39
c. S0.56

| e d. $0.73

*The first ounce costs 22 cents. Each additional ounce costs 17 additional cents. For pieces
over 12 ounces, see postal brochures on First-Class Zone Re‘ed (Priority) Mail rates.
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D. Steps for Speeding Mail through t'ie Post Office

1. Assemble equipmgant.

QT
C \ Property of US Poatai Service /
Rubber Bands  Third-Class Labels Postal Tray

To asse_mble First-Class Mail. . .

2. Sort envelopes according to size.

3. Keep metered mail separate
from mail with postage stamps.

4. Sort envelopes in Zip Code order.

NOTE: Although some
envelopes will have 9-digit zip
codes (63701-3486), consider

only the first five digits when
you are sorting for bulk

mailing.

| 4
Rt &%)
=ERT
R
Moo
~ I
f
5 1L R
1, 2l Ea
=R
001 g
Budget Accounting Company
500 First Avenue
st. “ouis, Mo. 63044
Budget Accounting Companv b3 {
560 First Avenue
St. Louis, Mo. 63044
et
»st, Inc.

Budget Accounting Company
560 First Avenue
St. louis, Mo. 63044

345 East Madison Avenue
Maryville, Mo. 63701

Robertson Manufacturing Company

N3 nue
@ . 63901

Lupply Company
iter Street
, Mo, 63801

21
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To bundie Third-Class or Bulk Rate Mail (at least 200 pieces of mail). . .

5. Sort the envelopes in Zip Code

order.
Budget Accounting Company
560 First Avenue
St. Louis, Mo. 63044
r
Budget Accounting Company by}
560 First Avenue @ Arrow Supply Company
St. Louis, Mo. 63044 12 Sutter Street

P

Conner, Mo. 63801

Robertson Manufacturing Company
345 East Madison Avenue

Maryville, Mo. 63701

6. Bundle together envelopes
addressed to the same 5-digit
Zip Code. There should be at
least 10 envelopes in the bundle.
However, a bundle should not be
more than 4 inches thick.

7. Place a “"Red D” on the top

envelope.
P —— —
f—s E’ﬁ =l
—Budgec Account Company

560 First Aven
St. louis, Mo.l 044

&)

1
Robertse] l4anufacturing ., bany
345 East] |lidison Avenue J—
Maryvit) {ro. 63701 L
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C’ 8. Bundle together the remaining
envelopes with addresses that
have the same first 3 digits.

9. Place a “Green 3” on the top

envelope.
Budget Accouny 1g Company
560 First Jvef |
St. Louis, Mo| 3044
Bziley[ jvertising Agend -
43 Yor{ [uinth Streec I
Maryvi| |, Mo. 63701 JJJ.‘
. - _r
e 1
@ 40. Bundie together remaining podget hecounting Conpany R ——
enveiopes with addresses that 560 Flzsc avenue - f ;E

are within the company’s same
ctate
Trenton Office Supply

11. Piace an “Orange S” an the top 24 Ease. ¥illow Street

Colunbia, Mo. 65603

envelope.
Budget Accounti.g Company WWEETﬁ
£60 Fiist Avenue “m n’o .)2 Veraneent l
Sst. Louls, Mo. 63044 v so,zzg:E:
(X
Andrew Publishing Company
222 Main Street
Bakersfield, Mo. 64918
f~ =
r
Budget Accounting Company T T7 ==
560 First Avenue SR oM iy [.
St. Louis, Mo. 63044 e A -DI!EE
(35T 3 I
: oratories
¢ Avenue
Financial Review Mo, 64276
1022 Rangeline
Parker, Mo. 63904
-
pa 4

337
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13. Place a “Facing Slip” on the top .
of this bundle.

Yy 4
— 4
Y e /l—ﬁ
= — —
T = ]
Budget Accoun] lg Company 52,31:::?%—%
560 Pirst ave| [ %S U
St. Louis, Mo| 13044 \ | _fri02zs
o —

o -

Daly Truck L| [s ~
560 Truman B} {evard rJ“
Cedar Grove, uisiana 71804 J"

14. Place bundles in Zip Code order
into a postai tray for delivery to
the post office.

NOTE: 5-digit mailings (red D)
are placed in front of the
tray, followed by 3-digit
bundiles (green D), followed
by same state bundles
(orange S); the last bundle in
the tray will be for mixed
states.

IXED |

fl
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|
Q 12. Bundle any remaining envelopes | suget accounting company

560 First Avenue

with addresses that are outside | sc. wouts, x. 63044
the company’s same state.

Conway Taliloring
91 Jafferson Avenue
Richmond, Californla 92563

r
Budget Accounting Company \;?\'5‘7:'—";(?5;—'__: -
560 Tirst Avenue (m ~ pax R
St. Louis, Mo. 63044 o AT 022:E

Twin Oaks Towers
22 Evergreen Street
Lynwood, Oregon 91817

-
Budget Accounting Company T o0 el
S60 First Avenue ™ ,." -y

$0223%

e — E

st. Louls, Mo. 63044

Bishop Hauling
400 Olive Avenue
Salem, Oregon 91813

»
Budget Accounting Company ﬁﬁ{?ﬁﬁz Yo
560 First Avenue o P2
St. Llouls, Mo. 63044 v

e
1 Sty et

Daly "Truck Lines Oklahoma 74503

560 Truman Soulevard
Ceder Grove, Louisiana 71804

® 339
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E. Steps for Using a Zip Code Directory

A Zip Code Directory usually is divided into three major sections.

e The introductory pages may include a Table of Contents, a List of Zip Code Maps, an
Introduction, an Index, and a List of Postal Rates.

o The major portion of the directory is the listing of cities and Zip Codes.

o Large cities are usually assigned more than one Zip Code. Information concerning a Zip
Code for a particular street address of a large city may be located in a Zip Code

Directory’s appendix section.

1. Find the index to states.

2. Find the state vou need, for
example, the state of Indiana.
Write down the number of the
page given.

3. Turn to the page indicated. If
the city (post office) you need
should be Arlington, Indiana, look
down the alphabetical listing
until you find Arlington and its
Zip Code, 46104.

4. If the post office you need is

Anderson, you should turn to
the page indicated.

To locate a particular Zip Code, follow these steps:

NATIONAL FIVE-DIGIT ZiP CODE ® anp
POSy OFFICE D!RECTORY
STATE LISTING

STATE PACK STATE PAGK
ALABAMA [ P PR 21 NEWHAMPSHIRE . o cm.omn ame w1
ALASKA . ot v v w wee e 05 NEWJERSEY . . r o e [}
ARIZONA | . . Eemam s e % 73 NEWMEXICO. ... . ... P un
ARKANSAS e wome » o o oow 103 NEWYORK., .. > - (113]
CALIPCRNIA ... PN 12} NORTHCAROLINA . . «oni i ne 1263
OOLORADO..... aerts e 319 NORTHDAXKOTAmeme  omer mevce o« 1ML
mm - -~ ::; 8}"0 ,;‘; NS s a ns :::
ommcroécﬁ?nﬁwf.«_ 7 T OREOON wwems vom mmes o som v o 1N
FLORIDA .. N an x 803 PENNSYLVANIA e scmome -« e [L3]
OEOROM.... . . wncs e o s o 375 PUERTO RICO.. e . » - o « 1338
NAWAH“. - omm & ek oW w 429 RHODE ISLAND. . PSRN 1549
IDANO... . - wcnae .~ 637 SOU'!HUIOLINA.... v ex om oae 1543
ILLINOIS .. x [N 3 SOUTHDAKOTA. civce o w mome » 1987
INDIANA e i o s xe ane s v w695 TENNESSE. . . amoveoneonss o con - 1598
o, T LT T v T e
RENTUCRY - » - 715 VERMONT o e ::____. ui
LOUISIANA - [P 9 VIROINIA v, s sisn oo o 1828
MAINE a o 1)) VIROINISLANDS . . e imcnnn BEES

________ STATE LIST OF POST OFFICE
' w ! »

MQERSGN Madison fc Code | Postoficeand ety  Code ¢ Post clfce and coun
(SEE PAGE 698) 3L ks Ml Topecaee, . 01530, Dcwntown,  »
ASx 3| Clarksvitle, 8 x {See Muncie)

BSx ul;llce;tsom&lt;;ctm . _..4.41;3? Downsteo:n. Sx
X Y, N } 1.1} {See Lafayelte)
Aniroe, M. 4502 e i L
................ on : om0
Angola, Stevben, G C........... 467031 & ar Cinek, Morsoe__._ 41426 Oublin, Wapoe ...
Arcadla, Hamitton........u... 46030} Bt} rrant, B 1 Indanals... . 46234 | Dubols, Dubars ..
Arcola, Alk............. e 46704 | 1] tHord, Bartholomew... . ... &1226| Dupger, Sulwan ...
Argos, Marshal, C.... 46501 | B/ wnton, Vermon, G €. 41842) Dunkirk, Jay. G C. . ..
e g/ laverdale, Pnam. e 46120] Dunteith, Hervy .
Arﬂnmn, (T IR Saal City, Ot .. oo 4427 | DupONY, Jellerson. . .
Ashiey, De Kab....amonrre Cortmont, C3f.....omee. e 1845 | Dyer, Lake, C. . e
Athens, Fullon............ 4591 .31 Coatesviite, Heodiicls............ 461211 Eariham, S Reckmond,..
Atlanta, Hamilton.... .. 4eA012] Cotburn, Togxcance... ... 419311 Eard Park, Berka ...
Attica, 'Fountzin GC ' 246112 Colfax, Qatex; .. i e« w86038]  RiLY CPO
Atwod, kncinda > 0 Cletrle B+ st T e L, 00

340
27




S. If the company you are writing
to has a Post Office Box number
of 1109 and is located in
Anderson, Indiana, the Zip Code
for the company would be
46015.

6. If the company you are wricing
to has a street address of 436
Meriuian and is in Anderson,
Indiana, the Zip Code for the
company would be 46016.

DO SKILL SHEET 3

ANDERSON IN

POST OFFICES WITH STR!

ANDERSON IN Travelers Rest, RR 8, Box Betze St
POST OFFICE BOXES MAIN | Vi 2"'1"83'3"5'" &h L. 4‘3312 ok WA
OFFICE, STATIONS AND Vm 2012 E 7th SU.. 46012 | Bexs B ...
BRANCHES Y S
Box Nos SolLoiNGs 2 "2!299
Anderson T
L MW 45017 mB"s'f.__ e ABQ16 aeussaw sﬁg *****
11320 B S 46015 Anderson Federal vty Lo
15711985 A St 46014 | 100 West 11th St_"" 46016 | Bing BMd.._.... ...
200028 zom'i'" 15018 mﬁmwmm 16016 'E‘-m“ﬁr'i"m“"
R""‘““‘ Hall, 120 E 8h SL_.. 46015 w&% [ S
RURAL ROUTES Admiristration, 2401 Boulevard Way_.......
12345618910 mmnm remnece AGOM | BWOO DY
11 12011 | Buret Connne And Oeadainl N
Meloy L. 45012 1000-18%9.....coeee 4316(  6000]
Melrosa Gt & Dx.............. 460111  1900-5299...cccucrnrnnerenene 46014 School §
Memory L. 46011 | Pencieton Ave Seminok
Meridiah PIZ.............. A6016]  2004%9.... ... 46011 Semt{
Merician St 500999, .. 46014 Shady L
4001899, 46016]  1000€59%9............... 46011 &~
1900-3083.......o 45014 Pegshmgml)r ...................... 46011 | Snamiex
_6900-6999....c..cmrrsen 46013 | Philfips Dx........conevcoceurnnnnn 46012 | Sheffield
Hichael L. 46012 | Piccadity Rd...ococ. 46014 | Shellar
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Outgoing Mail

Outgoing nail
Skill Sheet 3

Directions: Locate the Zip Codes for the following addresses of branch offices of the Adams
Corporation.

1. Adams Corporation 5. Adams Corporation

79 Westerly Avenue
Bethel, ME

. Adams Corporation

19 Adams Boulevard
Barker, TX ______

. Adams Corporation

2702 Braemore Road
Columbia, MO

. Adams Corporation

4710 Whitney Drive
Fayetteville, NC

29

342

147 North Main Street
Sioux Falls, SD

. Adams Corporation

707 Market Street
St. Louis, MO ________

. Adams Corporation

302 North Linn Street
Carden City, RI

. Adams Corporation

270 East Parker Road
Sunnyside, WA




1.
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Outgoing Mail

0u.tgoing Mail
Unit Review

Directions: Circle the letter showing the best answer for each question.

An invoice should NOT be mailed in this kind of envelope.
a. No. 10 envelope

b. manila envelope

C. window envelope

d. bulk rate envelope

Bulk mail is an example of:
a. " First-Class Mail

b. Second-Class Mail

C. Third-Class Mail

d. Fourth-Class Mail

An enclosure notation is your clug for:

a. affixing extra postage

b. attaching enclosures to the correspondence
C. photocopying an extra copy

Use a zip code directory to find zip codes for the following cities.
a. Sweet Water, IL
b. Box Number 5001, Portland, ME
C. Hatton, VA

Correctly fold the letter on the next page and insert it into a No. 10 envelope.

Weigh a No. 10 envelope and four sheets of paper. Answer the following
guestions.

a. What is the total weight in ounces?
b. How much First-Class Mail postage would be affixed to the envelope? ____

Draw a line from the name of the equipment to its correct picture.
a. meter label

b. mailing label

c. stamp dispenser

d. rubber stamp

€. moistener




Mountain Plains Chemicals, Inc.
334 Jefferson Street
Reeds Spring, MO 65737

August 22, 1986

Mrs. Jennifere Collins
123 Wendle Lane

Reed Springs, MO 65737
Dear Mrs. Collins:

Your request for a charge account at Mountain Plains Chemicals,
Inc., is very much appreciated.

Your request is being reviewed. However, we need your help.
Please supply the following: ’

Application was incomplete. Please supply the data
indicated.

Application was incomplete. Please sign the application
as indicated.

__lgf; Please provide the names and addresses of two references.
Your application will be processed as quickly s possible. In the
meantime, Mrs. Collins, you may be interested in our end-of-the-
month specials on supplies for your swimming pool. In addition,
bring this letter with you between the 25th and the 30th of this
month for a 10 percent discount.

Sincerely,

Carolyn Merrick
Customer Accounts

CM/cr

Note: Use this letter for question #5.

544
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Outgoing Mail

Gutgoing Mail
Performance Checklist

Student

has successfully performed the following steps of procedure.

Outgoing Mall Tasks

|Yes| NO ] comments

Identified and assembled equipment

—

2. Scanned outgoing mail for:

signatures

enclosure notations

mailing notations’

3. Clipped enclosures to the correspondence

clipped small ericlosures to front of correspondence

clipped other enclosures to back of correspondence

._Chose an appropriate envelope

TIFS

Typed sender’s name and address on the envelope:

spaced down to line 2 of the envelope

spaced forward 3 spaces from left edge

typed sender’'s name and address in block style,
single space

6. Addressed a Number 10 envelope:

cleared all margins and tabs

set tab stop at 50 (elite) or 40 (pica)

spaced down to line 15

typed receiver's name and address in all capital letters
without punctuation

7. Addressed a Number 6% envelope:

cleared all margins and tahs

set tab stop at 25 (elite) or 20 (pica)

spaced down to line 13

typed receiver's name and address in all capital letters
without punctuation

3. Addressed a manilla envelope:

prepared & mailing labe}

attached label to lower right area of manilla envelope

9. Used Zip Code directory when needed

10._Labeled envelopes with mailing notations when needed

11. Folded correspondence for:

Number 10 envelope

Number 6% envelope

Window envelope

12. Sealed envelopes

13. Weighed envelopes

14. Affixed postage

15. _Assembled First-Class Mail:

sorted envelopes by size

spearatea metered mail from mail with postage stamps

16._Sorted postage by Zip Code

17. Bundled Third-Class Mail:

bundled and labeled envelopes addressed to the same
5-digit Zip Code

bundled and labeled envelopes with addresses having
the same first 3 digits

bundled and labeled envelopes with addresses in the
sender’s same state

bundied and labeled “Mixed States” envelopes

placed bundles in Zip Code order into a postal tray

Student Signature/Date

Satisfactory - Should Move ™ O
Repeat This Unit O

Instructor Signature/Date

35 345
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Clerical/Secretarial Supplementary Units

Decision Making and Organizing Work

Decision Making and organzing Work
Introduction

Knowing how to organize your work and make effective office decisions will increase
your productivity and help your office to run smoothly.

As a clerical/secretarial worker, you will have to make decisions which affect office
production and work flow. To help you make the best decision there are several factors
which you wii want to consider before making that decision. This unit will help you to make
the proper decision, and to organize your daily office work.

Unit Objective

After completion of this unit, you should be able to apply decision making and time
management principles to solve office problems. '

Specific Objectives

After completion of this unit, you should be able to:

1. Organize office work.
2. Use the five-step approach to make decisions.
3. Use the five-step approach to solve problems.

Are You Ready?

Check the statement which is true for you.

| want to study the information
g in this unit before doing the

-

| can do the above tasks and |
d am ready to do the
i Performance Checklist.

| Performance Checklist.

| TURN TO NEXT PAGE SEE YOUR INSTRUCTOR

| AND BEGIN

347




A.

1.
2.
3.

4.

Clericai/Secretarial Supplementary Units

Decision Making and Organizing Work

Terms and Equipment Needed for Making Decisions and
Solving Probiems

Terms
Daily schedule - plan of when to do tasks which must be performed every day.

Prioritize - put work tasks in order acccrding to their impaortance.

Procedures manual - a book that outlines procedures for filing, telephone
service, postal regulations, word processing, reprographics, etc.

Work fiow - office plan telling who handles which items or tasks.

Equipbment

Proedures Manual Desk Calendar

348




Clerical/Secretarial Supplementary Units

Decisior: Making and Organizing Work

B. Guidelines for Organizing Office Work

1. Study the company procedure
manual to becorne thoroughly
familiar with your company.

Procedures Manual

Filing Procedures Continued 27

9. Prepare charge slips in duplicate

a. File the original in the tickler file
b. Place the copy in the

e 2. Be familiar with the work flow.
Procedures Manual

Mail Procedures 54

23. Mail is picked up from each building
by 4:00 p.m. and delivered
to the mail room for clerks

3. Organize your workspace hy
arranging only necessary
equipment (such as the
telephone) on your desk top.




4. Place frequently used supplies
on the desk top or in a top desk
drawer.

5. Plan your daily schedule.

6. Prioritize tasks by dividing them
into the following categories:

e “Rush” items,

"Please call John in Marketing
and double check this figure
as soon as possible."

A

' i

v

Il




Decision Making an<: 9rganizing Work

e 0n-going projects and assignments,

e daily items,

e and “can wait” items.

B

Clerical/Secretarial Supplementary Units

“Remind me to work on the
Wilson project next week,"

A%

vext F?-ida]- o
800

815

8:30 [i/ilson }’ngec

1 845 @ ——




7. Set deadlines for completing
each task.

NOTE: Estimate the amount of
time it will take to complete

a task and multiply that
amount by 1.25.

reached.

Purchase Oxder

Ovsertouaber SONIN

oo €8
Broed Dwe
ot o 1721 Alisr_schest
sarnes Cifies SUPFY e - erres Olfice Sorsly
___&‘M—-‘-’ﬁ‘ __,‘."_"”"-"é‘—”'o"_

sterler
rale Teléer

[ can type this in 10 minutes;
13 minutes tops if the ribbon

needs changing."”

-

TR\

Concentrate on one task until it is completed or until a logical stopping point is

///3

< =
—T
Total: 65.00
Acct. No. 240 H 1360
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Decision Makmg and Organizing Work

9. Work on difficult tasks early in
the day when your eneray level
is higher.

Minutes
March 10

10. Work on easier tasks when your
energy level is lower.

DO SKILL SHEET 1
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Decision Maikng and Organizing work

Decision Making and Organizing Work

Skill Sheet 1

Directions: Study this job description and daily calendar. Then answer the questions that
follow.

Job Description: You work in the technical services department of your corporate library.
Some of your responsibilites are as follows:

~process orders for bcoks, films, and video tapes
Sometimes the requests for these items are notations in the margins of
.sales letters.
Sometimes the requests are just imemo requests, and you have to check
publishers and prices.
You type purchase orders but must check with supervisor if the price
exceeds $100.
You get approrriate signatures for the purchase orders.
-process requests to preview films and video tapes
’ -send notices that the materials requested have been ordered
-send notices that the materials requested have arrived
--assign code numbers to new materials and enter the data in the computer
-select appropriate mai! service for returning previewed or damaged materials
~set up previewing sessions
-take appointment requests for video taping sessions
-schedule films and tapes for meetings

. 354
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You have planned your workday as illustrated by the sample calendar shown here.

Dally Calendar March 1¢

8.00_Check desk calendar f seliveries t ™ !
815

_8:30 Make deliveries

345

_9.00

%15 Open incomina mail for t.1e department

9:30 Process purchass requests

_94%

1000

1018

20:30 Break
10:45 Assign code numbers to new materials
11:00
11:45_ ’repare notice to offices about new materials
80
11:45
12:00
12415 Lunch
12:30
12.45
1:00
1:15 _Make afternoon deliveries, if needed
1:30
1:45 _Open incoming mail for the department
2:00 Process purchase requests
_2:15
2:30
2:45
_3.00
315 Break
3:30 _Process outqoing mail
345
4:00__Update_cc-aputer list or do fiiing
415
4:30
4:45

Questions:
What tasks are performed by this person each day?

Which tasks require the most attention and energy?

o
<
<

_‘\; ___

4
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Decision Making and Organizing Work

C. Steps of Procedure for Making Decisions Using the Five-Step
Approach

R=ad the following situation and sec how the Five-Step Approach can be applied to it.

Situation: You arrive at Building B Conference Room with a video tape. No one seems to
know anything about the tape. You call your department and find that you were supposed
to take the tape to Building D. The peadple there were getting worried about whether the
tape would arrive in time for their meeting and had called your boss about the delay.

The tape needs to be delivered to
1. ldenJfy the problem. Building D as soor as possible.

An error has been made.
2. ldentify the facts. The video tape you have in hand is
the correct tape.




3. ldentify alternative solutions.

Say nothing upon your return
to the office. Your boss will
think it it was your fault.

ur

Apologize briefly upon your
return to the office and promise
that it will never happen again.

or

Double check your instructions
with your supervisor when you
get back tc your desk.

or




4. Select the best solution.

o - Clerical/Secretarial Supplementary Units
Decision Making and Organizing Woirk

Call all offices to confirm their order
of materials for conference. before
starting out to make deliveries.

or

Comblain loudly whien you determine
that someone else made the
mistake.

(Think about what would probably
happen if you choose each
alternative.)




5. implement the solution.

DO SKILL SHEET 2

Tactfully help other offices and
co-workers in your own office to
understand that the whole
department benefits when messages
dare accurate.

16
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Decision Making and Organizing Work

' Decision Makiqg and Organizing Work
Skill Sheet 2

Directions: Reread the job description given on Skill Sheet 1. Solve the cases given below
using the Five-Step Approach.

€ase A: You receive a telephone request for a video taping session this afternoon at 2.
The technician is attending a training seminar and will not be back until 3:30.

Problem:
Facts:

Alternatives:

Best Solution:

How the Solution Will Be
Implemented:

Case B: Your supervisor is away for two days for an out-of-town meeting. You receive a
“rush” reguest for a film which costs $185. Your supervisor must approve and sign
purchase orders over $100.

Problem:

Facts:
Alternatives:

Best Solution:
How the Solution Will Be
Implemented:

17
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ﬂeCISiQﬂ Making and Organizing Work

D. Guidelines for Problem Solving

The Five-Step Approach for decision making and problem solving was illustrated
in Section C. This section presents a different problem situation, and additional
tips are listed to help you in accomplishing each step.

Situation: Department X used Conference Room 22 for two hours last week
and this week. During their meeting last week, they viewed a 20-minute video
tape. This week they viewed a 15-minute video tape. Department Y was kept
waiting for ten minutes this week to use the same conference rocm.

1. Identify the problem - have a
positive attitude.

"Department X just wanted to make "I wonder how I can help scheaule the
Department Y waii to use the room." room more effectively.”

361
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e gatheriny information,

2. ldentify the facts -- avoid guessing by:

Corporate
Floor

Plans

M Conference Room
= 22

Jemuary 35,1987 3
8 Dagl: X_ l.DHf_ig
i

S ©
SR AN )

"*...and Department Y
employs 6 people.”

| PERSONNEL |

[}
e recording, and

\%

Confsrevice Rooms
Room Seating

1

i

!

|

|

l

!
4

Level No. Cayacity  Screen
Grounau 03 12 Yes
First 19 9 Jo

47 10 Yes

Lew! Pud
D[PT X Dent S
§10-15 2-hrs 1012 T2 he

;n-/o 2% he j2-11 2 hes

:#l-io 1% hrg 1-15 Vs b
12=17_2'/2 hes

I-§ 2 b

1-15 2 hrs

.<—-J......._.__-

Dcperme it £ m]QIL%C’;S_

L<>Jmm),
SE=REENES

wlud )
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pecision Makmg and Orgamzmg Work

e analyzing data carefully.

11 7here are £ (00 The.
!argmf one 1s (oaferenc. Koom 22
whicli _semts R0 persons.

2\ Most often the conference room (s

koo%ﬁ Lor Fwo hours .Dmec'fmgm:&
is Iheaviest user of Conference.

Room 2.

3. Thure are e departments.
The. lamest one s A waith
I emplm{ees.

3. Identify possible solutions.

Allow sufficient time for thinking Th:f, ‘Zi,?féeﬁg’iél’&‘f%i’iﬁzsioiﬂ?cﬁf’me
through a problem and for -
considering different ways of

o approaching a solution.

Include activity in problem T e te Library l
solving by: ANNOUNCLMENT!

Conference Room 22 must be booked I
PY formlng a mental plcturel one week in advance. Only one meeting

\ in the moming and one in the afternoon

- can be scheduled.
(o




Department 0
Calls

|
Write in
Date on
Calendar

]

i
Write in
Reminder Note
30 Minutes Ahead

Check
Calendar
Daily
|
Thirty Minutes
Before a Meeting,
Call to Ask
How Long Meeting
Will Last

e drawing a flowchart,

e or by drawing a diagram. ‘

Requests for
Conference Room 22

Department Name
Date of Meeting
Beginning Time
How Many Persons
Will Audio Visuals be Needed? Y__ N_____
If Yes, Name of Tape or Film Requested.

Ending Time

Requested by
Approved

364
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O 4. Select the best solution.

Imagine the outcomes of
prssible solutions.

. Clerical/Secretarial Supple.mqntary Units
Decision Making and Organizing Work

""Gee! That's “"Wow! Our meetings
going to be a problem only last about
for my department.” one hour."

l

“I'll have to call you back.
I'm working on the report
for the ﬁeeting...

365
23




Try out logical solutions to see if
they work.

Eliminate solutions that do not
~ seem to “fit” at this time.

5. Implement the solution.

DO SKILL SHEE.' 5

Roquests for

Conference Room 22
D Name
Dete of Masting
Beginning Time
How Many Persons
‘Wl Audio Visuals be Needed? Yoo N
1f Yes, Name of Tape or Flim Requested.

Ending Time

“Miss Jones, I've been trying out a
new form which helps me *)




E

I JAruitoxt Provided

Q

«
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Decisicn Making and Organizing work

Decision Making and Organizing Work

Skill Sheet 3

Directions: Read each case below and use the five-step approach to decide whether the
work requested is a *1,” “2,” “3,” or “4" priority. Fill in the blanks to show the steps in making

these decisions.

CASE A:

Problem:
Facts:
Aiternatives:
Best Solution:

Imnlement:
Priority:

CASE B:

Problem:
Facts-
Alternatives:

Best Solution:

Imglement:

It is time to take inventory of the equipment in your
department. You must verify the location of 12 pieces of
equipment which appear on a computer list. The completed
inventory is due in 10 days.

You return from afternoon break to find two notes ¢ your desk.
The video technician leaves a note that you are to call and
postpone a taping session scheduled for tomorrow morning. The
second note is from your boss. She needs a comptiter printout of
all the additions to the library since the beginning of the year.

0 Priority of Rescheduling the Taping Session:

Priority of Running the Computer Printout:




moow>

S
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Decision Making and Organizing work

Decision Makin_g and o_rganizing work
Unit Review

List two suggestions for being organized.

a.
b.

List the categories for prioritizing tasks.

a.
b.
C.
d. - —

® 000w

Using the job description from Information Sheet 1 deciae if the

' following tasks are 1, 2, 3, or 4 in priority. Assume today’s date is May 14.

VACATION STEXDULK YOR THE TECHNICAL SERVICES DEPARTHERT

Juse 1, 1986 - July 27, 1986

Period Ewployse
June & = June B « ¢ ¢ c f e e 0t e e e e e e s e e e Cherri Hiller
June 11 = June 21 . ¢ ¢ ¢ ¢ ¢ ¢t e c e v e e e e Hichael Dupree
June 18 = June 22 . ¢ ¢ ¢ e e o e e e e 0 0t e e e e s Susan Hute
June 25 = June 29 . ¢ f i f ke f e e e . et e e e e Pacrick Hurley
July = July 13 & ¢ vt et 0 0 0 oo 0 0 0 0 e e Loretta Pence
A July 16 = July 20 & ¢ v v ¢ ¢ ¢ ¢ e e s e 0 s 0 e 0 n . John Lopez

July 23 =« July 27 & ¢ ¢ ¢ e ¢ ¢ ¢ ¢ e o 0 e s 8 s e 0w Helen Harie Feeney

List the five problem-solving steps. l




1986 COXFERENCE DESIGR COMMITTER UNITED WAY CAMPAICN WZETING ~
Friday, June 21

PROPOSED ACKWDA

Iten Peraon Responaible

1. Welcome and Introductions Robert Train
2. Logistica announcements Freeda c.ortensen
3. Orientation and briefing .Tim Blattel
&. Report on exhibitor's meeting Suzanns Caffaney
5. Objectives of the 198L Conference Karie Hill

Comittee
6. Evaluation/reactiona to the 1985 Louia Tate

B Conference and resulted recommen-

dationa
7. Tour of <ouference facilitiea Norman “2rner
6. Programming for 1987 Kichael Dupree

w
R Lg% Yl
g ,gjwﬁb

editorial

Ounag the comng year, more ¢Lessane 3%ention thaa ever ml
Do We now fotws on impeoving whne Coltas 2N silvity, T Sroming Cone
Cem ovel thiy 1oged it refected 18 aa 1caving sumder of seme
What AU, 4peEShes, 0nd Brikcles Sevoced *3 its Srntusieon, DoIA Comm
§00s 504 Jrofe18000] 5310C110E A%¢ settiag up LasA forces 10
* " diess INe Innug.
w ltE'CO clg Before Ihe mansgement comm.2®) rushet off (0 M3 Limate
e o whete-coltat productiviy, i seems *Sere o & aeed 1o redefing uhat
roducuv't B actually 1, WSt My Bitiviies Suiwde, whom R Comernt
P y Moreover, do we need 1o estatNad 8 agw et of gudehacs for
. medunag S
rea“y |S? ForIhe past few years. many c8seners have 1638 management
St while Ao ural produstines %o pomped 88 1a 90 percend,
POSuchinny , the offive Mas mwee caly & parcent They ™ ¢
AMnduted INL g, 10 pant 1810¢ 2w supslol sarguimeng s 0fice
CAWPICRTInd 1) stems SOME 2oe™ eiv poval 05N 1hat farm w vk«
€rs 3te yproned by 3500 o 2oh I equpment, and fuctory
3 5 worhers by 311000, and dlar %0 XTu¢ w arher by oaly Y2000 10
y 4 Q $1,000 ALSImgw MR EIECHIn Es A% AVEHIS 1 A w M MalIvn
* ‘Z systems SLarecord pace, there wast De 00re bencli and pntifica-
) 1on thaa pust & percent
I & Some of thase contemons aeed 10 be Catcally sesslvated.
. Many olfice enecutin et agteettat-m gure foriveols  »farkie

fow Foretlample, 12¢0Mtsoner $1¢ 0010 Cquip 3 COvs o, SN
J By st with 3w ord picn ehret 448 33 dpxa plaa workutatina Furs
IheIme e, Oae eazely 1ok et . 20 2 BComint 1M vatue of the Wre

YRt IMAL VPOt IAE whdg §. i w ool v LR 1Eprog Bphats,

16Cords Management. the dota pracerning Jepartminl. o~ 1he A
She. The prorated valoe of 1howe s 4 cARIRC €4 AN SAC7T00 00

. m 1he valug of 1he 0¢40urCes The o %e-oollar wOrLer uses ba e
w0rds, SUMOULH whee Collar - ackirs may mot Rave 8 Computer &

ther morkarisat, 1hey &0 vie Yarmalion the Compuner pes
dues, 1nd 1N Cort Of IMeNard s e 10 rodtuce (e €ata Jould be
.l.‘\. Bcated 10 I workstatwa 19 °3¢ 6100y, Ihe Machat sad
‘fhﬁ 7_7 workers 01¢ together- inthe  %2r, 1M machenes and pople we
ot "
Alte 1M Yardstth s Ihot wessise wivk sa the fac100y doat
atecsdaly apply o the office THore 4 8 need 30 Scvelop bereer
YRS 10 Mesrure INE 11ve JraNctive value of whal he ot
Peeduces Thas evaluardn iy o ¢d be elii ult Mo¢ause o plaves
where 1N ATOrMatION 1) e 13008 Organized, 3ad aCted spvm dte
olteaddlerens At what powr s pradtivaty medsured ® Whea snd
where doas (he iaformatcn “ud TaRIgery nork with redlly bes
COMe proJuctivg® Whem m agers are betier able to ol rvgr,
BOFE DI VLA, ol MOrE pF L€ BtACHs SCCiti0rs wi® WA
WOALLon. ahefe SO YN *  wl€ SrOJustivAy, 308 e !

ERIC 2859




g v

- ERIC

Aruitoxt provided by Eic:

ClericalfSecretarial Supplementary Units

Decision Making and Organizing Work

ANERICAN MERL jaan 14 *Wny Pay teasfrogs?™

Katfonal Cucatise Program plus cataleg

Marding Collecy Jamsus

Searcy. Arkansas  5213)
(501) 282425
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of Nationel Affairs, Inc.
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130)) 9430843
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Dear Co;.luaw:

As 3 CPA, you spend your early years working in an envirorment that stresses
technical excellence, But as your responsibilities increase you are required
to do more consulting: tast means wore reports, interviews. and letters « rore
direct comuaiciting with your clients and colTeagues.

Unfortunately, many potentially successful CPAs hive not mistared the funca
reatats of effective Comuaication needed for success.

To Ae1p you {mon. ce your corvmnication skills, the AICPA 13 offering an
exciting audicecassette/workbook program called

Executive Writing, Spém’dng,
: and Listening Skills, 2d «d.

ns comprehensive program witl teach {ou to blend grammar, tone. ané word utagt
into effective reports, menos, proposals, and letters. You will learn to
Tisten sore effectively and read faster, with better “omprenension.

A1 of this imporsant information 1s clearly pres » on $ix onechour audio-
cassettss 50 you can listen and learn 3t your COnvenience. This program also
includes a comprenensive workdook containing charts, exnibits, questions, and
pree and postetests to Melp gauge your corprehension. Imen you sead in the
tests, our instructors will grade them and send you the results.

This is an froortant opportunity to becore more successful through more skilifut
coerunication, Polishsd communicasion skills will help you get your {deas
across, get action or your prososals, and be recogifzed as a capable comsultant.

1 urge you to send for frecutive Writing, Speaking, and Listening Skills 97 ad.,.
ay.

Stncerely, a/
LA -

Rex 8. Cruse. Jr.
Managing Direvor
Continuing Professional Education

P.S. Me recomend this progran for Continuing Education Credit: 12 hours.
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Decision Making and Organizing Work

Decision Making and Grganizing work
Perrormance Checklist

has successfully performed the following steps of procedure.

Organized Office Work

] Yes

No

Comments

Reviewed company procedure manual

Reviewed work flow

Organized work space

Planned daity schedule

Frioritized tasks

Set deadlines for tasks

Stayed on task

Completed difficult tasks early

Ll i Il £ ol Pad B Ed Pl

Completed easier tasks at ‘~w energy level times

Used Decision Making Technigues

|ves

No

Comments

Identified the problem

ldentified the facts

Identified alternative solutions

Selected best solution

Ll Ead el o

Implem=nted solution

Used Problem-Solving Techniques

Yes

Nof

Comments

Identified the problem

Gathered information

Recorded data

Analyzed data

Identified possible solutions

Tried logical solutions

Eliminated inappropriate solutions

Selected tF~ best solution

IS RN Y [EIFN INY A

Impiementod best solution

Student Signature/Cate

31

¢tisfactory - Should Moe On O
Repeat This Unit O

Instru~tor Signature/Date

371



